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PREFACE 

These  pages  can  claim  no  single  author.  They  are  the  result  of 
almost  two  years'  research,  study  and  work  on  the  part  of  the  mem- 
bers of  the  A.  I  .A.  Committee  on  Standard  Accounting  Methods  for 
Architects.  They  further  represent  the  work  and  effort  without 
measure  of  Harvey  Casbarian,  C.P.A.,  who  served  as  Consultant 
to  the  Committee. 

The  Committee  presents  this  system  to  the  membership  of  the 
Institute  with  the  hope  and  expectation  that  it  will  be  of  service 
to  the  architectural  practitioner.  It  should  be  an  aid  in  the  keeping 
of  his  books  and  a  guide  in  the  operation  of  his  business.  It  is 
designed  to  be  sufficiently  simple  to  be  usable  in  the  small  office, 
yet  capable  of  expansion  to  serve  that  office  as  it  grows  larger.  It 
is  hoped,  also,  that  it  will  prove  satisfactory  to  those  already  large 
firms  which  elect  to  adopt  it. 

Those  who  use  these  instructions  and  this  system  are  asked  to 
report  any  difficulties  they  encounter  and  to  make  any  suggestions 
which  they  feel  may  improve  the  function  and  service  of  this  ac- 
counting system  to  the  architectural  profession. 
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PART  ONE  — CHAPTER  ONE 

GENERAL  INTRODUCTION 


Accounting  or  even  basic  bookkeeping  is,  at 
best,  a  task  which  holds  very  little  attraction  to 
the  average  professional  man.  To  a  few  it  may 
present  a  challenge  which  is  met  with  pleasure 
and  complete  understanding.  To  the  majority,  alas, 
it  is  work  which  is  increasingly  necessary  in  this 
complex  age,  but  which  is  much  less  pleasant 
than  most  of  that  pertaining  to  the  practice  of 
architecture. 

It  was  with  a  knowledge  of  both  the  profession's 
need  for  an  accounting  system  and  the  common 
aversion  felt  by  the  professional  man  for  keeping 
books  that  the  Committee  of  The  American  Insti- 
tute of  Architects  on  Standard  Accounting  Meth- 
ods for  Architects  set  up  the  following  objectives 
for  its  guidance  in  developing  this  Standardized 
Accounting  for  Architects: 

( 1  )  To  provide  an  accounting  system  for  the 
particular  use  of  architects  and  architectural 
firms.  (The  same  system  should  fit  many  en- 
gineering firms  equally  well.) 

(2)  To  design  an  accounting  system  which  a 
person  with  some  knowledge  of  the  transactions 
occurring  in  an  average  architectural  office,  but 
with  no  knowledge  of  either  accounting  or 
bookkeeping,  can  buy  the  instructions  and  the 
forms,  set  up  the  books  and  keep  them  from 
month  to  month  and  year  to  year. 

(3)  To  keep  the  instructions  simple  and  free 
of  technical  terms  so  a  lay  keeper  of  the  books 
could  follow  them  without  too  much  study,  and 
with  few,  if  any,  questions. 

(4)  To  keep  the  accounting  system  basic,  so 
the  architect  who  has  an  aversion  for  the  details 
of  bookkeeping  still  can  understand  the  finan- 
cial aspects  of  his  business  and  discover  the 
value  of  knowing  its  current  status  day  to  day, 
and   month   to   month. 

The  problems  to  be  solved  by  this  accounting 
system  were  canvassed  thoroughly.  Questionnaires 
dealing  with  accounting  problems  were  sent  to  and 
filled  in  by  architectural  offices  over  the  nation. 
These  helped  to  set  up  the  detailed  objectives  for 
the  system.  Copies  of  the  complete  accounting 
systems  used  in  many  of  the  larger  offices  were 
also  secured  for  reference  and  these  were  studied 


carefully  for  helpful  procedures  and  suggestions. 
Many  other  sources  of  useful  information  were 
pursued  diligently  and  a  complete  analyses  of  all 
such  data  was  made  by  members  of  the  Committee 
for  Standard  Accounting  Methods  for  Architects 
of  The  American  Institute  of  Architects  which  has 
developed  the  system 

There  were  a  number  of  decisions  necessary  so 
the  development  of  the  system  could  proceed.  The 
first  of  these  was  the  method  to  be  used;  i.e., 
single  or  double-entry  bookkeeping.  Secondly  was 
the  basis  for  the  System;  i.e.,  cash  or  accrual. 
Thirdly,  should  Job  Costs  be  included  as  a  part 
of  the  system.  Fourthly,  were  such  items  as:  (a) 
Should  a  Principal  be  paid  a  salary,  (b)  How  should 
Overhead  or  Direct  Expenses  be  prorated  to  Job 
Costs,  (c)  What  size  should  the  sheets  be  and  how 
should  they  be  bound. 

These  "Instructions"  and  the  "Standard  Forms" 
which  have  been  developed  for  the  s  stem  have 
been  designed  to  provide  a  complete  system  of 
accounting  which  is  not  cumbersome  and  which 
is  adequate.  The  standard  8V2XI  1  sheet  size  is  used 
because  of  the  universal  acceptance  of  these  di- 
mensions and  because  the  8'/2xl  1  ring  binder  can 
always  have  a  place  on  the  never-too-large  desk 
space  of  the  stenographer  or  secretary.  This  binder 
size  also  lends  itself  to  easy  filing  in  the  ordinary 
letter  file  and  extra  supplies  of  forms  can  be 
conveniently  stored  with  stationery  and  other 
supplies. 

The  double-entry  system  of  bookkeeping  was 
chosen  because  if  presents  a  greatly  superior 
method  of  determining  the  status  and  result  of 
operations  of  a  business  with  no  greater  expenditure 
of  thought  or  labor.  Frequently  the  necessity  for 
having  a  record  of  receipts  and  expenditures  leads 
the  professional  man  to  unconsciously  begin  keep- 
ing a  series  of  memoranda  known  as  single-entry 
bookkeeping.  This  is  not  good.  The  method  of 
single-entry  bookkeeping  is  discredited  because  it 
is  so  easy  to  omit  an  entry  without  knowing  it,  to 
make  an  entry  to  an  improper  account,  or  to  make 
a  mistake  in  figures  since  this  system  does  not 
offer  itself  to  proof  by  what  is  known  in  bookkeep- 
ing or  accounting  parlance  as  the  "Trial   Balance." 
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Further,  the  single-entry  method  does  not  provide 
for  properly  recording  assets  owned  and  the  prin- 
cipal's investment  in  the  business.  The  double- 
entry  system  is  so  much  more  efficient,  safe,  and 


satisfactory  that  all  matters  herein  discussed  per- 
tain to  this  system. 

Double-entry     bookkeeping     is     based     upon     a 
simple  equation;  i.e., 


ASSETS 

(Values  Owned) 


Mi 


mus 


LIABILITIES 

(Values  Owed) 


Equals 


NET  WORTH 

Equity  of  Principal  (s) 


In  order  to  maintain  this  equation,  the  concep- 
tion that  one  thing  only  can  be  done  at  a  time 
must  be  discredited.  In  double-entry  bookkeeping, 
two  things  must  be  done  at  the  same  time.  Thus, 
if  an  entry  (debit)  (Dr)  is  made  in  one  account, 
another  entry  (credit)  (Cr)  or  series  of  entries 
(credits)  aggregating  the  same  amount  must  be 
made  in  other  accounts  affected  by  the  transac- 
tion, and  vice  versa. 

Standardized  Accounting  for  Architects,  as  de- 
scribed hereinafter,  provides  everything  necessary 
to  record  the  business  transactions  and  reflect  the 
investment  (s)  of  the  Principal  (s)  on  the  double- 
entry  method  of  accounting. 

It  was  also  necessary  to  determine  the  basis 
upon  which  the  system  should  be  maintained. 
Double-entry  bookkeeping  permits  the  use  of 
either  a  cash  basis  or  an  accrual  basis.  Before  ex- 
pressing a  preference  for  either  method,  it  is 
essential  to  understand  the  basic  principles  of  both. 

(1)  The  cash  basis,  as  its  name  implies,  deals 
only  with  entries  concerning  money.  Entries  are 
not  made  on  the  books  until  money  is  actually 
received  or  paid  out. 

(2)  The  accrual  basis  recognizes  the  fact  that 
debts  are  incurred  and  income  earned  without 
regard  to  the  date  of  payment  or  receipt,  also 
that  certain  expenses  are  paid  and  income  is  re- 
ceived in  advance  of  the  day  to  which  they  are 
incident,  such  as  insurance  premiums  or  certain 
types  of  taxes. 

An  examination  and  understanding  of  the  cash 
system  will  indicate  that  it  is  easier  to  maintain 
and  less  troublesome.  In  certain  instances,  the 
accrual  system  might  be  found  advantageous.  The 
survey  made  by  the  Committee  indicated,  how- 
ever, that  the  majority  of  architectural  firms  main- 
tain their  records  and  report  earnings  for  income 
tax  purposes  on  a  cash  basis.  For  this  reason,  the 
Committee  decided  to  develop  this  system  on  the 
cash  basis,   rather  than  on  the  accrual  basis. 

An  account  is  the  chronological  record  of  all 
money  received  and  money  spent  (credits  and 
debits)    that   relate   to  the   same  thing   or  to   the 


same  person  or  persons.  That  is,  an  account  is  a 
record  of  financial  transactions. 

The  primary  principle  of  accounting  is  that  a 
business  is  a  distinct  entity,  apart  from  the  in- 
dividuals who  own  or  operate  it,  that  a  business 
operates  by  means  of  financial  transactions,  and 
that  an  architect  practicing  his  profession  is  sell- 
ing his  services  to  others  and  is  in  business.  It  is 
the  same  for  two  or  more  architects  operating  as  a 
partnership. 

In  setting  up  the  books,  the  practitioner  just 
entering  the  field  should  bear  in  mind  that  the 
commodity  which  an  architect  sells  is  time  or 
service.  He  does  not  sell  drawings  and  specifica- 
tions as  might  be  supposed,  although  these  may 
be  a  necessary  part  of  the  service  which  he  renders. 
What  the  Architect  actually  earns  is  income  from 
services  rendered  to  a  client.  Thus,  all  charges  to 
a  client  of  the  architect  are  for  services  rendered 
or  for  disbursements  made  in  connection  with  such 
services. 

An  architectural  firm  may  be  an  individual,  one 
architect  alone,  or  it  may  be  two  or  more  architects 
as  partners  in  the  business. 

The  Owner,  for  whom  the  architect  performs 
architectural  services,  may  be  an  individual,  a  firm, 
a  corporation,  a  committee,  or  a  governmental  unit. 

The  Contractor  awarded  a  contract  by  an  Owner 
for  the  construction  of  a  building  or  any  part  of  a 
building,  may  be  a  person,  a  firm  or  a  corpora- 
tion. When  a  General  Contractor  lets  parts  of  the 
work  to  others,  they  are  known  as  Sub-Contractors 
and  are  not  financially  recognized  by  either  the 
Owner  or  the  Architect. 

Since  a  business  is  a  separate  entity  apart  from 
the  individual  (s)  who  operates  it,  there  must  be 
a  Principal  Account  or  Accounts  whether  there  is 
a  single  practitioner  or  several  practitioners  oper- 
ating as  partners.  This  is  an  account  between  the 
Architect  or  Architects  and  the  Business.  This 
account  is  a  record  of  (a)  money  contributed  by 
the  Architect  or  by  each  principal  of  a  firm,  for 
the  start,  sometimes  for  the  continued  support  of 
the  business,  and  of  profits  left  in  the  business;  and 
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(b)  money  taken  from  the  Business  by  the  Archi- 
tect or  by  each  Principal.  There  must  be  a  separate 
account  for  each  principal.  These  accounts  are 
known  as  Capital  Accounts.  Occasional  sums  with- 
drawn, and  any  quarterly,  semi-annual  or  annual 
divisions  of  profits  will  be  recorded  in  the  Capital 
Accounts. 

There  should  also  be  a  Principal  Salary  Account 
which  will  be  the  weekly  or  monthly  sums  drawn 
by  each  principal  as  his  agreed  "salary."  This  should 
be  an  amount  at  least  equal  to  that  which  would 
have  to  be  paid  to  have  the  work  done  by  an  em- 
ployee. The  Salary  Account  must  be  maintained  if 
proper  job  costs  are  to  be  obtained. 

The  Committee  determined  that  the  keeping  of 
Job  Costs  should  be  a  part  of  the  system  and  that 
it  should  be  tied  in  with  the  regular  accounting 
system.  An  Architect  should  have  a  complete 
knowledge  of  the  progress  of  his  business,  and  he 
should  keep  accurate  accounts  of  the  Indirect  and 
Direct  Expenses  of  doing  the  work  and  also  very  ac- 
curate account  of  any  reimbursable  expense  items 

"Direct  Expense"  represents  the  Architect's  costs 
of  doing  the  work  required  on  individual  jobs.  If 
a  proper  system  of  Job  Cost  Accounting  is  main- 
tained, it  is  possible  to  distribute  the  expenses 
accurately  to  the  various  jobs  as  they  progress  in 
the  office.  These  expenses  may  be  divided  into  the 
following  classifications: 

(1)  Making  drawings. 

(2)  Writing  and  typing  of  specifications. 

(3)  Supervision    of    construction    and    checking 
shop  drawings. 

The  "Making  of  Drawings"  may  be  further  sub- 
divided into  preliminary  work,  working  drawings, 
and  details. 

If  the  time  spent  on  the  various  jobs  is  kept 
daily  on  Time  Records  and  is  then  transferred 
weekly  or  monthly  to  the  "Job  Cost  Record,"  the 
Architect  is  able  to  determine  the  cost  of  time 
spent  on  these  jobs  at  any  stage  of  the  work  with 
very  little  trouble. 

Other  Direct  Expense,  such  as  duplicating,  en- 
gineer's fees,  travel,  etc.,  will  likewise  be  trans- 
ferred to  the  "Job  Cost  Record." 

"Reimbursements"  represent  out-of-pocket  trav- 
eling expenses,  large  amounts  of  postage,  blue 
prints,  consultants'  fees,  etc.,  for  which  the  Archi- 
tect is  reimbursed  by  the  Owner.  In  many  cases, 
in  order  to  insure  payment,  it  is  necessary  to 
submit  vouchers  to  the  Owner  covering  these 
expenditures. 


"Indirect  Expense"  include  all  expenditures 
which  are  not  reimbursable  or  chargeable  directly 
to  a  specific  job.  These  are  sometimes  termed 
"Overhead  Expense,"  and  include  rent,  postage 
and  transportation,  utilities,  office  and  drafting 
supplies  and  expenses,  taxes,  depreciation,  and 
similar  expenses  as  well  as  any  engineers'  fees, 
salaries  and  drafting  costs  that  are  not  directly 
chargeable  to   a   specific   job. 

When  records  are  kept  over  a  period  of  years, 
they  are  of  great  value  in  showing  the  ratio  of 
Indirect  Expense  to  Direct  Expense,  or  Direct 
Expense  to  Gross  Receipts,  and  for  other  purposes 
not  only  for  individual  jobs,  but  also  for  various 
classes  of  work  such  as  factories,  residences, 
churches,  etc. 

If  the  Architect  is  to  know  what  is  a  fair  amount 
to  allocate  as  indirect  expense,  it  is  necessary  for 
him   to  determine    it   from   his  own   practice. 

It  is  obvious  that  the  ratio  of  "Indirect"  to  "Di- 
rect" expenses  will  vary  considerably  in  different 
offices  at  the  same  time,  and  in  the  same  office  at 
different  times.  Thus,  other  things  being  equal,  an 
office  paying  a  high  rent  per  square  foot  will  have 
a  higher  overhead  than  one  paying  less.  If  in  the 
same  office  a  normal  volume  of  business  is  largely 
increased  or  decreased,  the  Indirect  Expense  not 
changing  greatly,  its  ratio  to  the  Direct  Expense 
will  correspondingly  decrease  or  increase. 

The  most  equitable  method  of  distributing  In- 
direct Expense  to  the  various  jobs  is  based  upon 
the  number  of  direct  man  hours  over  a  given  period 
rather  than  upon  the  direct  salary  cost  Salaries 
vary  within  offices  and  between  jobs,  and  bear  very 
little  direct  relation  to   indirect  expense. 

The  instructions  and  forms  prepared  for  the 
system  have  been  designed  to  be  used  as  outlined 
below : 

(1)  THE  MINIMUM   SYSTEM 

This  is  a  partial  accounting  system.  It  provides 
a  record  of  money  received  and  disbursed,  and  is 
sufficient  for  the  architect  interested  only  in  de- 
termining profit  or  loss  as  a  total  operation.  It  is 
all  that  is  necessary  to  make  out  the  Income  Tax 
Return.  It  makes  use  of  the  Cash  Journal  of  the 
Basic  System,  but  with  all  expenses  entered  in  the 
Undistributed    Expense   columns.    See   Part   Two. 

(2)  THE   BASIC  SYSTEM 

This  is  a  system  that  provides  the  least  amount 
of  accounting  recommended  by  the  Committee  on 
Standard    Accounting    Methods    for    Architects.     It 
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provides  accounting  for  both  Direct  and  Indirect 
Expense  —  and  provides  for  distribution  of  the 
Job  Costs  so  that  an  intelligent  control  of  office 
operations  may  be  maintained.  It  makes  use  of 
the  Cash  Journal,  the  Payroll  Journal,  and  other 
forms  as  described   in   Part  Three  hereinafter. 

(3)    THE  COMPLETE  SYSTEM 

This  is  an  expansion  of  the  Basic  System  to  in- 
clude the  General  Ledger.  It  is  a  complete  account- 


ing system  and  should  be  used  by  all   if  possible. 

Any  one  of  the  above  systems  may  be  chosen. 
The  same  forms  may  be  used  for  each.  It  is  rec- 
ommended, however,  that  either  the  Basic  or  the 
Complete  System  be  used. 

Some  knowledge  of  the  fundamental  principles 
of  bookkeeping  and  their  application  is  essential  to 
keeping  books,  however  simple.  For  this  reason, 
the  bookkeeping,  or  accounting,  equation  men- 
tioned before  is  repeated  and  explained  more  fully. 


ASSETS 

(Values  Owned) 


Minus 


To   increase  Assets 
(Values  Owned)   Debit 

To  decrease  Assets 
(Values  Owned)   Credit 


LIABILITIES 

(Values  Owed  I 

To  increase  Liabilities 
(Values  Owed)  Credit 

To  decrease  Liabilities 
(Values  Owed)   Debit 


Equals 


NET  WORTH 

Equity  of  Principal 

To  increase  Net  Worth 
(Owner's  Equity)  Credit 

To  decrease  Net  Worth 
(Owner's  Equity)    Debit 


Increases  and  decreases  in  Net  Worth  resulting 
from  profits  or  losses  from  operating  the  business 
are  recorded  in  nominal  or  temporary  accounts 
known  as  Income  and  Expense  Accounts  that  are 
transferred  at  the  end  of  the  accounting  year 
through  a  Profit  and  Loss  Account,  to  the  Net 
Worth  Account,  or  accounts,  if  two  or  more  prin- 
cipals are  involved.  This  procedure  makes  possible 
the  preparation  of  a  Profit  and  Loss  Statement,  re- 
flecting the  nature  of  the  income  (increase  in  Net 
Worth)  and  the  type  of  expenses  (decrease  in  Net 
Worth). 

For  illustration,  assume  the  following  transac- 
tions: 


"A" — Two  Architects  invest  1,500.00  each,  and 
begin  practice. 

"B" — Cash  paid  for  Furniture  and  Equipment — 
1 ,000.00. 

"C" — At  the  close  of  the  first  year,  fees  col- 
lected totaled  $31,000.00. 

Expenses  for  the  year  were:  Salaries  —  Em- 
ployees $4,000.00;  Miscellaneous  Expenses 
$850.00;  Rent  $1,200.00;  Telephone  $120.00; 
Utilities  $92.50;  and  Professional  Fees  $3,000.00. 

The  equation  after  transaction  "A"  reads  as 
set  out  at  the  bottom  of  the  previous  page. 


ASSETS  Net  Worth 

Cash  in  Bank $3,000.00  A-Capital    $1,500.00 

B-Capital    1,500.00 

Total    $3,000.00  Total    $3,000.00 


The  equation  after  transaction  "B"  becomes: 

ASSETS  w 

Net  Worth 

Cash  in  Bank    $2,000.00  A-Capital    $1,500.00 

Furniture  and  Equipment    1,000.00  B-Capital    1,500.00 

Total  $3,000.00  Total    $3,000.00 
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It  will   be  noted  that  the  purchase  of  Furniture  The  nominal  or  temporary  accounts,  showing  in 

and   Equipment  for  $1,000.00  did   not  affect  Net        detail  the  summary  of  the  transactions  for  the  year 

and  showing  the  items  resulting  in  Net  Worth,  are 
Worth,   but  merely   reduced  one  asset,  Cash,   and        set  forfh   in  the  fo||owing  statement  of  Profit  and 

added  a  new  asset,  Furniture  and  Equipment.  Loss: 

Income: 

Fees    $31,000.00 

Expenses: 

Salaries     $4,000.00 

Duplicating     850.00 

Rent 1,200.00 

Telephone    120.00 

Utilities    92.50 

Professional  Fees 3,000.00  9,262.50 

Net  Profit  $21,737.50 

Distribution  of  Profit: 

A  50%    $10,868.75 

B   50%    10,868.75 

Total    $21,737.50 

After  reflecting  the  transactions  for  the  year,  as  shown  above,  the  bookkeeping  equafion 
for  the  business  becomes: 

ASSETS 

Cash  in  Bank $23,737.50 

Furniture   and   Equipment 1,000.00 

Total  Assets     $24,737.50 

NET  WORTH 

A-Capital   —   Beginning $    1 ,500.00 

Add:   50%    Profit 10,868.75      $12,368.75 

B-Capital  —  Beginning 1 ,500.00 

Add:   50%    Profit 10,868.75        12,368.75 

Total  Net  Worth $24,737.50 
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PART  OKE  —  CHAPTER  TWO 

DEFINITIONS  OF  TERMS 


Account 

An  account  is  a  device  for  classifying  and  record- 
ing the  effects  of  a  business  transaction.  It  is  a 
place  where  all  financial  facts  that  relate  to  the 
same  thing  or  person  are  recorded  in  chronologi- 
cal order. 

Accounting 

is  the  science  of  recording  the  financial  facts  of 
business  transactions  and  systematically  assem- 
bling and  presenting  these  data  in  the  forms 
best  suited  to  the  needs  of  the  owners. 

Account  Balance 

in  an  account  is  the  difference  between  the  total 
debits  and  total  credits.  If  the  debits  exceed  the 
credits  the  balance  is  a  debit  balance.  If  the 
credits  exceed  the  debits  the  balance  is  a  credit 
balance. 

Adjusting  Entries 

are  entries  used  to  make  corrections  and  also  to 
separate  elements  in  certain  accounts.  For  in- 
stance, Furniture  and  Equipment  depreciates. 
The  depreciation  is  an  expense.  This  element  of 
expense  is  separated  from  the  Asset,  Furniture 
and  Equipment,  by  an  adjusting  entry.  See  Chap- 
ter Fourteen. 

Analysis  of  Accounts 

in  this  system  is  the  procedure  of  segregating  all 
the  items  charged  to  a  particlular  account  or 
account  number  in  a  miscellaneous  column  of  the 
cash  journal.  It  consists  of  totalling  the  items 
charged  to  each  account  so  they  may  be  properly 
entered  in  the  General  Ledger,  etc.,  as  the  total 
of  the  entries  made  to  that  account  during  a 
period. 

Assets 

are  property,  money  and  other  valuables  owned. 

Balance  Sheet 

is  a  statement  of  financial  condition  as  of  a  given 
date.  It  is  a  statement  of  assets,  liabilities,  and 
resultant  net  worth. 

Business  Transactions 

consist  of  an  exchange  of  services  or  goods  of 
value. 


Capital  Accounts 

record  the  net  worth  of  the  Principal  or  Princi- 
pals. See  "Net  Worth." 

Cash  Journal 

is  a  book  of  original  entry.  It  is  designed  to  re- 
cord the  financial  facts  of  business  transactions 
in  chronological  order.  If  a  General  Ledger  is 
kept  transfers  should  be  made  to  the  accounts 
set  up  therein  at  the  close  of  each  month. 

Closing  Entries 

as  the  name  implies  are  used  to  close  income  and 
expense  accounts  to  the  profit  and  loss  account 
and  to  transfer  the  profit  or  loss  to  the  capital 
accounts  of  the  Principals. 

Debit  and  Credit 

are  terms  which  when  used  objectively  refer  to 
entries  in  accounts.  An  account  has  two  sides,  a 
debit  side  and  a  credit  side.  Debit  is  synonymous 
with  left,  and  credit  is  synonymous  with  right. 
Debits  increase  assets,  decrease  liabilities  and  de- 
crease net  worth.  Credits  decrease  assets,  increase 
liabilities  and  increase  net  worth. 

Depreciation 

as  used  in  accounting  is  the  consumption  of  use- 
ful life  of  a  fixed  asset  which  occurs  during  a 
stated  time  and  is  expressed  in  a  dollar  value.  It 
may  result  from  lapse  of  time,  obsolescence  or 
inadequacy. 

Direct   Expense 

includes  all  expenses  paid  in  connection  with  a 
specific  project  or  job.  Such  expenses  may  be 
and  are,  charged  direct  to  the  job. 

Expenses 

on  the  cash  basis  of  accounting  are  payments 
for  things  or  services  incident  to  the  production 
of  income  and  currently  consumed. 

Fiscal  Year 

denotes  a  twelve  months  period.  It  may  coincide 
with  the  calendar  year  or  may  begin  on  any  day 
of  the  year  and  close  the  preceding  date  of  the 
following  year. 
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Fixed  Assets 

are  assets  of  a  permanent  type  used  in  the  opera- 
tion of  a  business. 

Examples:  Furniture  and  Equipment,  Buildings, 
Automobiles. 

General  Ledger 

is  a  book  of  accounts.  It  is  a  book  of  final  entry 
and  is  an  analytical  record  of  all  business  trans- 
actions. In  accounts  all  data  relating  to  the  same 
things  or  persons  are  grouped  and  summarized. 
The  extent  of  the  grouping  and  summariza- 
tion is  dependent  upon  the  number  of  different 
accounts. 

Indirect  Expense  Factor 

is  a  device  used  to  allocate  indirect  expenses  to 
jobs  in  order  to  determine  the  total  cost  of  each 
job. 

Indirect  Expense 

includes  all  expenses  paid  in  the  operation  of  the 
business,  but  which  are  not  associated  with  or 
chargeable  to  a  specific  job.  Such  expenses  are 
frequently  called  "overhead." 

Income 

on  the  cash  basis  of  accounting,  is  cash  or  other 
assets  received  for  services  rendered  and  interest 
and  miscellaneous  items  such  as  rent  received. 

Journal 

is  a  book  of  original  entry  for  use  in  the  Basic 
System.  It  is  used  to  make  adjusting  entries  and 
closing  entries  for  transfer  to  the  accounts  in  the 
General   Ledger. 


Liabilities 

are  values  owed. 

Net  Worth 

is  the  difference  between  Assets  (Value  owned) 
and  Liabilities  (Value  owed).  It  represents  the 
owner's   (s')   equity  in  the  business. 

Non-Expense  Items 

include  purchase  or  sale  of  capital  items  which  be- 
come or  are  assets  of  the  firm.  These  include 
all  items  which  can  not  be  charged  to  indirect  or 
direct  expense.  Such  items  normally  have  a  con- 
tinuing value  and  are  depreciated  from  year  to 
year.  For  further  description  of  these  items  see 
"Asset  Accounts."  (100  series,  part  6,  chapter 
29.) 

Principal 

as  used  here  is  the  Architect  who  is  the  individ- 
ual owner,  or  co-owner  or  a  business. 

Profit 

in  the  cash  basis  of  accounting,  is  the  excess  of 
income  from  services,  etc.,  received  during  a 
stated  period,  over  expenses  paid  in  earning  the 
fees,  etc.,  during  the  same  period. 

Statement  of  Profit  and  Loss 

is  a  statement  of  income  received  and  expenses 
paid  during  a  stated  period.  It  reflects  the  results 
of  operating  the  business,  thus  showing  the  in- 
crease or  decrease  in  net  worth  for  the  period. 

Capital  Purchases 

represent  disbursements  for  items  of  a  more 
permanent  nature  which  will  not  be  consumed 
currently  but  which  will  last  beyond  the  current 
year.  Furniture  is  an  example  of  a  capital  pur- 
chase. In  accounting  expenditures  of  this  nature 
are  frequently  called  "Capital  Expenditures." 
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PART  ONE  — CHAPTER  THREE 

RECOMMENDED  PROCEDURES  AND  PRACTICES 


Consistence  in  procedure  and  practices  is  im- 
portant to  proper  accounting. 

For  this  reason  certain  practices  and  procedures 
are  suggested  and  recommended  to  be  followed. 

A  Bank  Account  should  be  maintained  by  every 
firm.  Receipts  should  be  deposited  in  the  bank  in- 
tact, and  all  bills  paid  by  numbered  checks.  The 
balance  in  the  bank  should  be  reflected  daily  in  the 
books. 

It  is  recognized  that  every  office  is  confronted 
with  the  necessity  of  paying  certain  small  bills  such 
as  express  charges,  postage,  etc.,  in  cash.  A  Petty 
Cash  Fund  should  be  maintained  in  the  office  to 
take  care  of  these  small  items. 

The  Petty  Cash  Fund  is  established  by  drawing 
a  check  to  one  of  the  principals  or  employees  for 
an  agreed  amount,  for  example,  $15.00.  This  check 
is  cashed  and  the  cash  kept  in  the  office  to  take 
care  of  small  items  of  expense  which  must  be  paid 
in  cash. 

As  the  Petty  Cash  Fund  becomes  low  it  should 
be  reimbursed  by  check  in  the  exact  amount  of  the 
cash  disbursements  made  to  date,  thus  maintaining 
the  fund  at  the  same  amount  for  which  it  was  es- 
tablished. In  reimbursing  Petty  Cash  the  proper  ac- 
counts should  be  charged  (debited)  for  the  dis- 
bursements made. 

Salaries  for  Principals  should  be  established  at 
amounts  as  nearly  as  possible  representing  what  it 
would  cost  to  employ  someone  to  perform  the  serv- 
ices rendered  by  each  principal.  This  is  an  orderly 
way  to  conduct  the  business  and  the  only  way  to 
obtain  proper  job  costs. 

The  office  payroll  should  be  paid  by  check.  It  is 
advisable  to  draw  individual  checks  to  the  princi- 
pals and  employees  for  the  weekly  payroll.  A  check 
number  column  is  provided  in  the  Payroll  Journal. 
Only  the  totals  for  the  week  need  be  entered  on  one 
line  in  the  Cash  Journal,  thus  saving  time  and 
space  in  the  records.  See  Chapters  Eight,  Thirteen 
and  Twenty-Four  for  illustrations  of  this  procedure. 

Automobile  Expenses  may  be  handled   in  either 


of  two  ways:  Many  firms  charge  actual  expenses  of 
automobile  operation  such  as  gasoline,  oil,  repairs, 
etc.,  to  the  business.  Others  charge  automobile  op- 
eration to  the  business  on  a  mileage  basis. 

In  instances  where  actual  operating  expenses  are 
charged  for  automobiles  used  for  business  purposes 
the  expense  should  be  entered  in  Account  No.  507, 
Automobile  Expenses. 

If  automobile  operations  are  reimbursed  on  a 
mileage  basis  the  expense  should  be  entered  in  Ac- 
count No.  506,  Travel  and  Entertainment. 

Bracketed  (  )  Figures  are  used  in  the  Cash  Jour- 
nal to  indicate  deductions.  Such  figures  are  the  re- 
verse of  the  normal  entry  in  the  column.  For  in- 
stance, Rent  paid  is  entered  (debited)  in  the  Rent 
column  in  the  Cash  Journal.  A  rebate  of  Rent  is 
entered  (credited)  as  a  bracketed  (  )  figure  in 
the  same  column  indicating  a  deduction  to  reduce 
the  item  of  Rent  expense  to  the  correct  amount 

Social  Security  deductions  and  Income  Taxes 
withheld  are  entered  (credited)  in  the  O.A.B.  and 
Withholding  Taxes  columns,  32  and  33,  of  the  Cash 
Journal.  A  rebate  to  an  employee  for  an  over- 
deduction  and  quarterly  payments  to  the  Federal 
Government  are  entered  (debited)  as  bracketed  I  I 
figures  in  these  columns,  thus  reducing  the  liabili- 
ty to  the  Federal  Government. 

Job  numbers  should  be  assigned  to  all  jobs 
which  go  through  the  office.  All  papers  relating  to  a 
job  should  bear  the  job  number  for  reference.  Jobs 
may  be  numbered  in  consecutive  order,  or  in  con- 
secutive order  by  year,  i.e.,  55-01  would  indicate 
job  number  1  for  the  year  1955.  55-02  would  indi- 
cate job  number  2  for  the  year  1 955,  etc.  The  meth- 
od of  numbering  is  not  important  so  long  as  a  con- 
sistent procedure  is  followed. 

Rulings.  A  single  line  drawn  across  a  money  col- 
umn or  columns  in  the  Cash  Journal  or  other  forms 
beneath  the  last  figure  entered  indicates  that  the 
column  or  columns  have  been  added  to  that  point. 
The  total  is  written  beneath  the  single  line 

Double  lines  ruled  under  the  totals  close  the 
columns. 
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A  diagonal  ruling  across  the  description  column 
or  money  column  precludes  writing  in  the  spaces  so 
ruled. 

Keeping  the  Books  is  the  work  of  making  the  en- 
tries and  notations  in  the  Cash  Journal,  the  Payroll 
Journal,  the  Ledger  and  the  other  Records.  There 
are  practices  which,  if  followed  carefully,  will  sim- 
plify this  work  and  reduce  the  chance  for  error. 

(1)  In  both  the  Cash  Journal  and  the  Payroll 
Journal  it  should  be  remembered,  that  when  one 
amount  is  entered  there  must  be  a  balancing 
amount  entered.  This  is  the  basis  of  the  Double 
Entry  System  of  Bookkeeping.  If  a  check  is  en- 
tered (credited)  as  drawn  against  the  bank  ac- 
count, then  the  expense  or  other  item  for  which 
the  check  is  issued  is  entered  (debited)  in  an 
expense  or  other  debit  column  or  columns  to 
maintain  the  balance. 

(2)  Checks  should  be  entered  as  they  are  drawn 
to  assure  the  current  bank  balance  in  the  Cash 
Journal  at  all  times. 

(3)  Attention  must  be  given  to  the  matter  of 
debit  and  credit  (dr)  and  (cr)  Debit  columns 
will  always  equal  Credit  columns  if  the  posting  is 
done  correctly. 

(4)  When  the  General  Ledger  is  included  as  a 
part  of  the  system,  both  the  unbracketed  and  the 
bracketed  figures  are  totaled  separately,  since 
these  totals  are  entered  in  the  ledger  separately 
as  Debits  and  Credits. 


(5)  In  posting  across  the  Cash  Journal  or  the 
Payroll  Journal,  the  line  numbers  printed  at  each 
end  of  each  line  on  each  sheet  should  be  followed 
across  the  page  and  from  the  front  side  to  the 
rear  of  the  sheet  as  necessary. 

Binders  for  the  system  can  be  any  ring  binder 
with  two,  three  or  more  rings,  which  is  at  hand.  It 
is  recommended,  however,  that  seven-ring  binders 
be  used.  This  provides  greater  protection  to  the 
sheets.fSee  price  list  of  accounting  supplies  for  bind- 
ers available!)  A  minimum  of  two  binders  should  be 
used  for  every  system  and  frequently  three  or  four 
will  be  found  more  conveninet.  When  several  units 
of  the  system  are  combined  with  one  binder,  sep- 
arators should  be  inserted  between  the  sections.  In- 
dex tabs  can  be  inserted  on  the  dividers  if  desired 
to  make  each  section  readily  available.  If  the  Note 
and  Investment  Record  and  the  Fixed  Assets  Record 
are  kept  in  a  binder  adjacent  to  each  other  there 
could  be  an  indexed  divider  sheet  between  them  to 
separate  the  sections  and  to  make  them  easy  to 
find. 

In  the  larger  office,  binders  can  be  set  up  for  as 
many  of  the  separate  records  as  desired. 

Binders  are  designated  as  The  Cash  Journal,  The 
Payroll  Journal,  The  Ledger,  etc. 

Copies  of  the  Trial  Balance,  Profit  and  Loss 
Statements  and  Balance  Sheets  taken  at  intervals 
can  be  placed  at  the  back  of  Cash  Journal  together 
with  the  Overhead  Calculation  Sheets  and  the 
Journal  Sheets. 
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PART  ONE  — CHAPTER   FOUR 

ACCOUNTS  USED  IN  THE  SYSTEM 


The  List  of  Accounts  recommended  for  use  in 
the  system  has  been  prepared  to  provide  for  the 
transactions  which  will  occur  in  an  Architect's 
office.  Many  of  these  will  be  very  active  accounts 
and  will  be  found  used  as  the  headings  of  the 
columns  of  the  Cash  Journal  and  other  forms.  Some 
are  seldom,  if  ever,  used  and  are  included  here  for 
reference  and  so  the  number  assigned  to  them  will 
be  reserved  should  they  be  needed  occasionally. 

The  account  numbers  assigned  here  should  not 
be  changed  to  indicate  other  accounts  which  may 
be  set  up  in  an  office.  If  additional  accounts  be- 
come necessary,  they  can  be  given  numbers  not 
assigned  in  this  list  or  be  given  sub-numbers  such 
as  106.2  which,  for  example,  might  serve  to  cover 
County  Warrants  receivable  since  such  warrants  are 
similar  to  notes  receivable  even  though  they  are 
frequently  more  readily  negotiable. 

There  are  two  extra  copies  of  this  list  of  ac- 
counts, printed  on  heavy  paper  stock  furnished 
with    these    Instructions.    These    are    for    inclusion 


with  the  Cash  Journal  or  elsewhere  for  ready  ref- 
erence as  desired.  They  will  assist  in  checking  the 
account  numbers  for  entries  to  the  accounts  entered 
under  the  Non-Expense  Items,  Miscellaneous  In- 
come and  Miscellaneous  Expense  columns  of  the 
Cash  Journal.  Any  numbers  assigned  should  be 
neatly  added  to  these  lists  so  they  will  be  perman- 
ently recorded  and  so  no  confusion  will   result. 

Careful  study  of  this  list  of  accounts  will  prove 
helpful  both  in  opening  the  system  and  in  making 
the  proper  entries  as  the  system  is  being  kept 
month  by  month. 

A  description  of  the  items  to  be  entered  in  the 
accounts  for  which  columns  are  provided  is  included 
on  the  Cash  Journal  and  Payroll  Journal  Forms  in 
Part  2,  3  and  4.  This  is  in  the  form  of  overprinting 
on  the  Actual  Forms  and  is  included  in  Chapters 
Six,  Eleven  and  Twenty-Three.  There  is  also  a  further 
discussion  of  these  accounts  in  Part  Six,  The  Gen- 
eral Ledger,  which  explains  the  type  of  entries  and 
the  use  made  of  each  amount. 


ACCOUNT 
NUMBER 


100 
101 


(Dr.) 
(Dr.) 


NAME  OF  ACCOUNT 


ASSETS 


CasK 
Cash_ 


.Bank 


Bank 


105 

(Dr.) 

106 

(Dr.) 

107 

(Dr.) 

U2 

(Dr.) 

113 

(Cr.) 

ASSETS    (Non-Expense   Items) 

Petty  Cash 

Notes  Receivable 

Investments 

Furniture   and    Equipment 

Reserve  for  Depreciation  —  Furniture  and  Equipment 


114 

(Dr.) 

115 

(Cr.) 

116 

(Dr.) 

117 

(Cr.) 

118 

(Dr.) 

119 

(Dr.) 

120 

(Cr.) 
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ACCOUNT 
NUMBER  NAME  OF  ACCOUNT 

ASSETS    (Non-Expense   Items)     (Continued) 

Automobiles 

Reserve  for  Depreciation  —  Automobiles 

Buildings 

Reserve  for   Depreciation  —  Buildings 

Land 

Improvements  to  Leasehold 

Reserve  for  Amortization — Improvements  to  Leasehold 

LIABILITIES    (Non-Expense   Items) 

Notes  Payable 

O.A.B.,  Employees'  Deductions 

Federal  Income  Taxes  Withheld 

State  Unemployment  Taxes,  Employees'  Deductions 

State    Income  Taxes  Withheld 

Mortgages   Payable 

Deposits  on   Plans 

CAPITAL 

300.1  (Dr.-Cr.) Principal,  Capital 

300.2  (Dr.-Cr.) Principal,  Capital 

300.3  (Dr.-Cr.) Principal,   Capital 


200 

(Cr.) 

201 

(Cr.) 

202 

(Cr.) 

203 

(Cr.) 

204 

(Cr.) 

205 

(Cr.) 

206 

(Cr.) 

301  (Dr.-Cr.)     Profit  and   Loss 
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ACCOUNT 
NUMBER 


NAME  OF  ACCOUNT 


INCOME 


400 

(Cr.) 

Fees 

401 

(Cr.) 

Expense   Reimbursements 

402 

(Cr.) 

Rent    Income 

403 

(Cr.) 

Interest    Income 

INDIRECT  EXPENSES 

500  (Dr.)  Salaries,    Principals 

(This  account  represents  a  distribution  of  profits  and  therefore  affects  the  Capital  Ac- 
counts, but  is  recorded  in  the  expense  section  for  management  purposes  in  order  to 
determine  a  more  accurate  result   from  operations.) 

Rent 

Professional    Fees 

Special    Payments 

Duplication 

Postage  and  Transportation 

Travel   and    Entertainment 

Automobile   Expense 

Utilities 

Office  and  Drafting  Supplies  and  Expenses 

Telephone  and  Telegraph 

Salaries,    Employees 

Taxes,   Othen  Than    Income 

Dues  and   Registration   Fees 

Books  and   Periodicals 

Contributions 

Insurance 

Depreciation  —  Furniture  and  Equipment 

Depreciation  —  Automobiles 

Depreciation  —  Buildings 

Amortization  —  Improvements   to  Leasehold 

Pensions 

Legal   and  Accounting 


501 

(Dr.) 

502 

(Dr.) 

503 

(Dr.) 

504 

(Dr.) 

505 

(Dr.) 

506 

(Dr.) 

507 

(Dr.) 

508 

(Dr.) 

509 

(Dr.) 

510 

(Dr.) 

511 

(Dr.) 

512 

(Dr.) 

513 

(Dr.) 

514 

(Dr.) 

515 

(Dr.) 

516 

(Dr.) 

517 

(Dr.) 

518 

(Dr.) 

519 

(Dr.) 

520 

(Dr.) 

521 

(Dr.) 

522 

(Dr.) 
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ACCOUNT 
NUMBER  NAME  OF  ACCOUNT 


INDIRECT   EXPENSES    (Continued) 


523  (Dr.)  Hospitalization 

524  (Dr.)  Group   Insurance 

525  (Dr.)  Interest 

526  (Dr.)  


527  (Dr.! 


DIRECT  EXPENSE 

The  600  series  of  Accounts  cover  Direct  Expense.  These  are  ex- 
penses that  are  chargeable  directly  to  particular  jobs.  Each  of  these  ac- 
counts in  name  are  a  repetition  of  the  500  series  accounts,  number  for 
number.  Many  of  the  expenses  can  be  either  direct  or  indirect  depend- 
ing upon  whether  or  not  they  can  be  properly  charged  directly  to  a  spe- 
cific job. 

By  changing  the  first  figures  of  the  account  numbers  from  5  to  6,  the 
account  titles  for  the  500  Series  Accounts  will  apply  to  the  600  Series 
Accounts  for  Direct  Expenses. 


REIMBURSABLE  EXPENSE 

All  700  series  numbers  cover  expense  that  is  reimbursable.  Frequent- 
ly, expenses  are  paid  by  the  Architect  for  the  Owner.  The  Owner  will 
reimburse  the  Architect  in  this  case.  A  permanent  record  of  reimburs- 
able expenses  is  kept  in  these  accounts.  The  same  accounts  names  or 
designations  which  appear  in  the  500  and  600  series  apply  to  the  reim- 
bursable items  of  the  700  series. 

If  Job  Costs  are  kept,  a  record  of  these  reimbursable  expenses,  appli- 
cable to  each  specific  job,  will  be  entered  in  the  spaces  provided  on  the 
Job  Cost  Record,  AIA  Accounting  Form  401 . 


STANDARDIZED  ACCOUNTING  FOR  ARCHITECTS 


PART     TWO 


THE  MINIMUM  SYSTEM 


CHAPTER 

5. 
6. 
7. 
8. 
9. 


TABLE  OF  CONTENTS 

Description  of  The  Minimum  System 

The  Forms  of  the   Cash  Journal 

Opening  the  Cash  Journal 

Keeping  the  Cash  Journal 

Adjusting  and  Closing  the  Cash  Journal 


NOTE  TO  THE  USER 

If  it  has  already  been  determined  that  the  office  accounting  system  should 
include  the  keeping  of  Job  Costs,  the  Minimum  System  explained  in  Part  Two 
may  be  skipped  and  its  study  omitted.  Part  Two,  the  Minimum  System  con- 
sisting of  Chapters  Five,  Six,  Seven,  Eight  and  Nine  explains  the  Minimum 
System  of  Accounting. 

The  Minimum  System  explained  in  Part  Two  differs  from  the  Basic  System 
explained  in  Part  Three  only  in  the  one  particular.  The  Minimum  System 
does  not  include  the  keeping  of  Job  Costs.  The  Basic  System  does  provide 
for  the  easy  keeping  of  Job  Costs. 


THE  AMERICAN   INSTITUTE  OF  ARCHITECTS 
WASHINGTON,  D.  C. 
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THE  MINIMUM  SYSTEM 
PART  TWO  —  CHAPTER   FIVE 

DESCRIPTION  OF  THE  MINIMUM  SYSTEM 


The  Minimum  System  as  the  name  implies,  pro- 
vides only  the  minimum  of  accounting  records.  It 
is  sufficient  for  the  Architect  who  is  interested  only 
in  determining  profit  or  loss  as  a  total  operation.  It 
will  provide  the  information  necessary  to  prepare 
income  tax  returns.  Job  Cost  Records  essential  to 
the  proper  operation  of  the  Architect's  business, 
are  not  kept  as  a  part  of  this  system. 

Although  the  use  of  the  Minimum  System  is  ex- 
plained herewith,  The  Committee  on  Standard  Ac- 
counting Methods  for  Architects  recommends  that 
the  Basic  System,  presented  as  Part  Three,  et  seq, 
be  adopted,  because  it  does  give  a  much  more  com- 
plete picture  of  the  operation  of  the  business. 

The  Minimum  System  makes  use  of  the  forms 
listed  below  and  which  are  explained  under  subse- 
quent chapter  as  noted. 

A  number  of  other  forms  which  are  not  required 
for  the  accounting  system  but  which  are  designed 
to  be  used  with  the  system  are  described  in  Part 
Eight. 


In  this  system  the  primary  accounting  record  is 
the  Cash  Journal.  This  is  a  book  of  original  entry, 
and  by  carrying  forward  the  monthly  totals  it  pro- 
vides sufficient  information  for  the  preparation  of 
a  Balance  Sheet  and  Profit  and  Loss  Statement  on 
a  monthly,  quarterly,  or  annual  basis.  It  will  provide 
the  current  bank  balance,  the  status  of  the  Capital 
Accounts  of  the  Principals  and  will  provide  for  the 
separation  of  the  items  of  expense  into  recognized 
classifications  such  as  rent,  professional  fees,  taxes, 
etc.  It  differs  from  the  Cash  Journal  of  the  Basic 
System  in  that  all  expenses  are  considered  Indirect 
Expenses  since  no  expense  is  distributed  directly  to 
a  job.  For  convenience  in  handling  the  employees 
accounts  it  is  recommended  that  the  PayroH  Journal 
be  used.  This  is  explained  in  Part  Four.  It  provides 
for  the  listing  of  the  hours  worked  by  each  em- 
ployee during  the  pay  period  and  has  columns  for 
listing  deductions  from  the  salary  of  each  employee. 
It  permits  the  entire  payroll  to  be  entered  in  the 
Cash  Journal  as  one  entry. 


FORMS  USED   IN  THE  MINIMUM  SYSTEM 

FORM   No.  NAME  CHAPTER 

101-106  The  Cash  Journal    (Necessary) 6 

601  The  Time  Record  (Recommended) 21 

201  -203  The  Payroll  Journal    (Recommended) 24 

402  The  Employee  Record    (Recommended) 22 

403  The  Fixed  Asset  Record   (Necessary) 18 

404  Note  &  Investment  Record    (Recommended)  , 19 

501  The  Trial  Balance   (Necessary) 15 

502  The  Balance  Sheet    (Necessary) 16 

503  The  Statement  of  Profit  &  Loss   (Necessary)     17 

301  Account  between  Owner  and  Architect   (Necessary)  ...  27 

701  The  Change  Order  (Necessary) 28 

702  The  Request  for  Partial  Payment 28 

703  The  Certificate  for  Payment    (Necessary) 28 
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THE  MINIMUM  SYSTEM 
PART  TWO  —  CHAPTER  SIX 

THE  FORMS  OF  THE  CASH  JOURNAL 


In  the  Minimum  System  as  in  the  Basic  System, 
described  in  Part  Four,  the  forms  of  the  Cash 
Journal  are  designated  as  the  100  Series  of  the 
A. I. A.  Accounting  Forms.  They  include  A. I. A. 
Accounting  Forms  numbers  101-1 02-103-104-105- 
106.  Forms  101  through  104  comprise  a  set  and 
are  considered  as  one  page.  Each  set  should  be 
numbered  with  the  same  page  number  in  the  space 
provided  in  the  heading.  Page  numbers  should  be 
successive  through  the  entire  year.  The  back  of 
Form  101  is  the  first  page  of  a  set.  In  numbering 
pages,  this  form  will  have  different  page  numbers 
on  the  front  and  back. 

Form  105  is  an  insert  sheet  for  Bank  Accounts 
and  may  be  inserted  after  Form  101  if  needed  to 
provide  for  a  second  and  third  bank  account. 

Form  106  is  an  insert  sheet  or  flyleaf  having 
six  columns  on  each  side  with  blank  column  head- 


ings. This  form  may  be  inserted,  if  desired,  be- 
tween Forms  103  and  104  to  provide  additional 
columns  for  distributing  indirect  expense  accounts. 
This  will  reduce  the  number  of  such  accounts 
which  would  be  entered  in  the  "Miscellaneous" 
column  (column  No.  29) .  It  also  may  be  used 
ahead  of  Form  102  to  provide  additional  columns 
for  the  distribution  on  Non-Expense  items  such 
as  Leasehold  Improvements,  Furniture  &  Equip- 
ment, Notes  or  Warrants  Receivable,  and  Notes 
and  Mortgages  Payable,  etc.  This  will  reduce  the 
number  of  such  accounts  which  will  be  entered 
in  the  "Non-Expense  Item"  columns  (columns 
C.  J.  4  and  5). 

Samples  of  the  Forms  for  the  Cash  Journal  are 
presented  herewith  and  the  explanation  of  the  use 
of  each  column  is  overprinted  on  each  column  to 
indicate  the  entries  which  should  be  made  therein. 
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IPALS  |  EMPLOY! 


This  is  ihe  end   of  a   page, 
apply. 


The   instructions   included   hereinafter 


A  page  in  this  book  is  a  complete  sequence  beginning  with  the  back 
of  Form  101  (this  form)  and  continuing  through  Forms  102,  103, 
104,  and  the  front  side  of  Form  101   (this  form). 


These  columns  are  not  used  in  the  Minimum  System.  They  are  for 
use  with  the  Basic  and  Complete  Accounting  Systems  which  include 
the  keeping  of  Job  Costs. 
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These  columns  are  not  used  in  the  Minimum  System.  They  are  for 
use  with  the  Basic  and  Compete  Accounting  Systems  which  include 
the  keeping  of  Job  Costs. 
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PA             __MONTH._. 

OR 
CHK 

balanH 

ITEM 

DEPOSITS 

DRAWN 

This  is  the  beginning  of  a  different  page  and  the  instructions  in- 
cluded previously  apply. 
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PART  TWO  — CHAPTER  SEVEN 

OPENING  THE  CASH  JOURNAL 


The  procedure  for  opening  the  Cash  Journal  for  the 
Minimum  System  is  the  same  as  that  for  the  Basic  System. 
The  following  discussion  is,  for  the  most  part,  a  repetition 
of  the  text  included  in  Part  Three,  the  Basic  System. 

There  are  two  situations  under  which  the  "Cash 
Journal"  may  be  opened: 

( 1 )  As  the  business  is  started. 

(2)  When  the  new  accounting  system  is  set  up 
in  an  existing  office. 

If  the  business  is  being  started  at  the  time  the 
books  are  opened,  which  is  the  first  situation,  open- 
ing the  Cash  Journal  becomes  a  simple  operation. 
Each  principal  contributes  a  certain  amount  of 
money  as  capital  to  provide  funds  for  operation.  In 
addition,  one  or  all  of  the  principals  may  con- 
tribute furniture  and  equipment,  etc.  as  the  whole 
or  part  of  their  capital  contribution.  Contributions 
of  either  of  these  types  are  known  as  the  Principals' 
Capital  and  is  entered  (credited)  in  the  credit 
column  of  each  Principal's  Capital  Account  in 
amounts  equal  to  each  Principal's  total  capital  con- 
tribution (money  and/or  various  other  assets) .  This 
entry  should  be  balanced  by  entering  (debiting) 
the  total  of  the  monies  contributed  by  the  Prin- 
cipals' as  a  bank  deposit  in  Column  CJ-1,  and  in  the 
latter  case  by  entering  as  a  debit  the  total  value  of 
the  furniture  and  equipment  contributed  in  Column 
CJ-4,  Non-Expense  debits.  If  the  contribution 
from  the  Principal  or  the  Principals  is  only  money, 
then  the  total  amount  entered  in  the  bank  deposit 
Column  CJ-1  would  be  equal  to  the  Principal's 
Capital  Account  or  the  total  of  the  Principals'  Cap- 
ital Accounts.  In  the  case  where  the  Principal  or 
Principals  have  contributed  furniture  or  equipment 
in  addition  to  money,  the  total  of  the  amount  en- 
tered as  a  bank  deposit  and  the  amount  entered  in 
the  Non-Expense  Debit  Column  would  equal  the 
Principal's  or  the  total  of  the  Principals'  Capital 
Accounts. 

Purchases  of  furniture,  equipment,  or  other  fixed 
assets  which  are  paid  for  from  the  funds  of  the  firm 
after  the  start  of  the  business  are  not  considered 
contributions  from  the  Principals  but  are  ordinary 
capital  expenditures  of  the  business  and  are  han- 


dled as  such.  See  Chapter  Eight,  "Keeping  the  Cash 
Journal",  for  the  method  of  handling  such  trans- 
actions. 

In  the  second  situation,  where  the  system  is 
set-up  in  an  existing  office,  there  are  several  pre- 
liminary steps  to  be  performed  before  any  attempt 
is  made  to  open  the  Cash  Journal.  To  introduce  into 
the  Cash  Journal  the  items  of  capital  investment  or 
capital  contributions,  it  is  necessary  to  determine 
the  value  of  the  various  assets  of  the  firm.  The 
first  of  these  are  the  fixed  assets.  These  items 
should  be  shown  at  original  cost  with  accumulated 
depreciation.  Chapter  Eighteen  is  devoted  to  a  dis- 
cussion of  Fixed  Assets  and  the  Fixed  Asset  Record. 
This  Chapter  should  be  studied  to  determine  those 
items  to  be  entered  as  fixed  assets. 

The  furniture  and  fixtures  of  the  firm  first  should 
be  listed  on  the  Fixed  Assets  Record,  AIA  Account- 
ing Form  403.  The  original  cost  should  be  listed 
and  the  accumulated  depreciation  determined. 
Leasehold  Improvements  likewise  must  be  listed. 
The  original  cost  of  these  items  is  listed  and  the 
depreciation  to  date  calculated  upon  the  length  of 
the  lease.  These  figures  are  entered  in  the  Fixed 
Asset  Record.  Lists  of  other  assets  must  be  entered 
at  their  book  value.  The  Principal's  or  the  Principals' 
Capital  Accounts  should  also  be  listed  at  the  book 
value.  This  is  discussed  in  some  detail  under  the 
description  of  this  Account,  Part  Six,  Chapter 
Twenty-Nine,  and  also  in  Chapter  Sixteen  under 
the  description  of  the  Balance  Sheet. 

An  illustration  of  the  entries  most  likely  to  be 
necessary  for  the  opening  of  the  Cash  Journal  when 
this  accounting  system  is  set-up  in  an  existing  office 
is  presented  to  set  forth  more  clearly  the  steps 
involved.  These  are  the  same  type  of  entries  that  will 
be  carried  forward  at  the  beginning  of  the  next 
year,  when  in  effect  the  Cash  Journal  is  reopened. 

A.  B.  Slide  and  C.  D.  Rule  have  been  in  practice 
as  a  firm  since  July  1,  1954.  On  January  1,  1955, 
they  adopted  Standardized  Accounting  for  Archi- 
tects. Their  Assets,  Liabilities,  and  Net  Worth  (or 
Principals'  Capital),  at  the  close  of  business  De- 
cember 31,  1954,  were  as  follows: 
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ASSETS    (DEBITS) 
Cash,  First  National  Bank $  9,850.42 

Furniture  and  Equipment $1,230.00 

Less  Reserve  for  Depreciation 61.50  1,168.50 

Improvements  to  Leaseholds 600.00 

Less  Reserve  for  Amortization ....         60.00  540.00 

Total  Assets  (or  Debits) $1 1,558.92 

LIABILITIES    (CREDITS) 

Employees'  O.A.B.   Deductions $         21.50 

Employees'  Withholding  Taxes 32.50 

Total  Liabilities  (Credits) $        54.00 


*» 
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NET  WORTH    (PRINCIPALS'  CAPITAL) 

A.  B.  Slide $  5,752.46 

C.  D.  Rule 5,752.46 

Total  Net  Worth $1 1,504.92 

Total  Liabilities  and  Net  Worth   (or  Credits) $11,558.92 


Entries  must  be  made  in  the  Cash  Journal  to 
reflect  the  foregoing  amounts  and  since  there  are 
equal  debit  and  credit  entries  to  be  made,  the  Cash 
Journal  should  be  in  balance. 

The  method  of  reflecting  these  entries  in  the 
Cash  Journal  is  illustrated  on  the  filled-in  forms 
below.  An  explanation  of  each  entry  follows  and  is 
keyed  to  the  entry  on  the  filled-in  form. 


(1)  Cash  on  deposit  in  the  First  National  Bank 
in  the  amount  of  $9,850.42  is  entered  (debited)  in 
Column  1,  Account  No.  100,  and  for  convenience 
in  Column  3.  Column  3  is  a  memo  column  showing 
the  current  balance  in  the  bank.  It  is  recommended 
that  Columns  1  and  2  be  totaled  each  day  and  the 
difference,  representing  the  bank  balance,  be  writ- 
ten in  Column  3. 
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(2)  Furniture  and  Equipment  in  the  amount  of 
$1,230.00  is  entered  (debited)  in  Column  4,  Non- 
Expense  Debits,  and  Account  No.  112,  Furniture 
and  Equipment,  is  written  in  the  "Item"  Column. 

(3)  Reserve  for  Depreciation,  Furniture  and 
Equipment   in   the   amount   of   $61 .50   is   entered 

(credited)  in  Column  5,  Non-Expense  Credits,  and 
Account  No.  1  1 3,  Reserve  for  Depreciation  — 
Furniture  and  Equipment,  written  in  the  "Item" 
Column. 

(4)  Improvements  to  Leasehold  in  the  amount 
of  $600.00  is  entered  (Debited)  in  Column  4,  Non- 
Expense  Debits,  and  Account  No.  119,  Improve- 
ments to  Leasehold  written  in  the  "Item"  Column. 

(5)  Reserve  for  Amortization,  Improvements  to 
Leasehold  in  the  amount  of  $60.00  is  entered 
(credited)  in  Column  5,  Non-Expense  Credits,  and 
Account  No.  120,  Reserve  for  Amortization,  Im- 
provements to  Leasehold,  written  in  the  "Item" 
Column. 

At  this  point  it  is  worthy  to  point  out  that  the 
cost  of  the  Furniture  and  Equipment  and  the  cost 
of  Improvements  to  Leasehold  are  entered  (as 
debits)  in  Column  4,  Non-Expense  Debits,  and  the 
reductions  in  value  due  to  depreciation  and/or 
amortization  are  entered  (as  credits)  in  Column 
5,  Non-Expense  Credits.   In  this  manner  the  cost 


figures  are  maintained  intact.  The  difference  be- 
tween the  cost  and  the  accumulated  depreciation 
and/or  the  accumulated  amortization  represents 
the  book  value  of  the  respective  fixed  asset. 

Fixed  Assets  are  recorded  in  detail  in  the  "Fixed 
Assets  Record"  as  explained  in  Chapter  Eighteen. 

(6)  Employees'  O.A.B.  Deductions  in  the  amount 
of  $21 .50  are  entered  (credited)  in  total  in  Column 
32,  Account  No.  201.  This  represents  a  liability  to 
the  Federal  Government  for  deductions  made  from 
the  salaries  of  employees. 

(7)  Employees'  Withholding  Taxes  in  the 
amount  of  $32.50  are  entered  (credited)  in  total 
in  Column  33,  Account  No.  202.  This  also  repre- 
sents a  liability  to  the  Federal  Government  for  de- 
ductions made  from  salaries  of  employees. 

(8)  The  Net  Worth  (or  Principal  Capital  Ac- 
count) of  A.  B.  Slide  in  the  amount  of  $5,752.46 
and  C.  D.  Rule  in  the  amount  of  $5,752.46,  repre- 
senting the  difference  between  the  Assets  and  the 
Liabilities,  are  entered  (credited)  in  Column  9  and 
1  1 ,  respectively.  These  are  the  Capital  Accounts  of 
the  two  principals. 

The  Cash  Journal  is  now  open  and  ready  for  the 
recording  of  the  financial  transactions  of  this  hypo- 
thetical firm. 
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THE  MINIMUM  SYSTEM 
PART  TWO  —  CHAPTER  EIGHT 

KEEPING  THE  CASH  JOURNAL 


The  Cash  Journal  is  a  book  of  original  entry  into 
which  the  financial  transactions  of  a  business  are 
entered  in  the  order  in  which  they  occur.  Columns 
headed  by  account  designations  and  account  num- 
bers are  provided  on  the  Cash  Journal  Forms  so 
distribution  can  be  made  to  the  accounts  affected. 

To  explain  the  procedure  of  keeping  books  with 
the  Minimum  System,  typical  financial  transactions 
are  entered  in  the  Cash  Journal  for  the  months  of 
January  and  February  and  are  presented  herewith. 
The  entries  are  the  identical  entries  used  for  the 
Basic  System  in  Part  Three  of  these  Instructions. 
The  distribution  entries  differ  because  Direct  Ex- 
pense is  not  distributed  to  jobs  in  the  Minimum 
System  and  no  use  is  made  of  Columns  39  through 
45  on  the  front  side  of  A.  I  .A.  Accounting  Form  1 04. 
Again  the  Committee  for  Standardized  Accounting 
for  Architects  urges  that  the  Basic  System,  which 
includes  Job  Costs,  be  used  so  real  benefits  in 
operating  the  business  may  be  obtained  from  the  ac- 
counting records. 

On  January  5,  1955,  cash  was  disbursed  by 
check  No.  101  to  The  Realty  Co.  for  Rent.  To 
record  this  transaction  the  date  of  the  check,  name 
of  payee  and  check  number  were  written  in  the 
Date,  Description  and  Reference  or  Check  Number 
columns,  respectively.  The  amount  of  the  check, 
$150.00,  is  entered  in  Column  2  (credited)  to 
Account  No.  100,  First  National  Bank,  and  in 
Column  14  (debited)  to  Account  No.  501,  Rent. 
As  the  result  of  this  entry  the  assets  Cash  is  re- 
duced by  $150.00  and  expense,  Rent,  which  de- 
creases Net  Worth,  is  increased  by  $150.00. 

The  disbursements  of  $25.20  to  Stationery 
Supply  Co.,  $14.25  to  The  Standard  Oil  Co.,  and 
$50.74  to  the  Telephone  Co.,  are  entered  in  the 
Cash  Journal  in  the  same  manner  as  was  the  item 
of  $150.00  for  Rent,  except  that  the  distributions 
are  made  to  the  different  expense  columns  affect- 
ed. The  disbursement  of  $25.20  to  Stationery  Sup- 
ply Co.  is  entered  (credited)  in  Column  2  and 
(debited)  in  Column  21,  Office  and  Drafting  Sup- 
plies and  Expenses.  The  disbursements  of  $14.25 
to  The  Standard  Oil  Co.,  and  $50.74  to  the  Tele- 
phone   Co.,    likewise,    are    entered     (credited)     in 


Column  2,  Account  No.  100,  First  National  Bank. 
The  $14.25  paid  to  The  Standard  Oil  Co.  is  entered 
(debited)  in  Column  20,  Automobile  Expense, 
since  it  represents  the  cost  of  gasoline,  oil,  etc., 
used  in  the  operation  of  automobiles  for  business 
purposes.  (See  Chapter  Three  for  discussion  of  the 
method  of  handling  Automobile  Expenses.)  The 
$50.74  paid  to  the  Telephone  Co.  is  entered  (deb- 
ited) in  Column  22,  Account  No.  510,  Telephone 
and  Telegraph. 

Check  No.  105  in  the  amount  of  $12.20  is  in 
payment  of  the  monthly  utility  bill.  $12.20  has 
been  entered  (credited)  in  Column  2  to  Account 
No.  100,  First  National  Bank  and  (debited)  in 
Column  29,  Miscellaneous  Expense.  Account  No. 
508,  Utilities,  has  been  written  in  the  "Item" 
Column  28.  Utilities  are  sometimes  recorded  under 
Rent  as  part  of  the  cost  of  maintaining  rented  space, 
but  usually  are  separated. 

The  Column  29,  Miscellaneous,  is  provided  to 
enter  transactions  that  normally  recur  infrequently. 
These  are  expense  items  under  the  500  group  of 
accounts.  It  would  prove  cumbersome  and  imprac- 
tical to  maintain  columns  for  every  possible  type 
of  entry.  However,  A. I. A.  Accounting  Form  105 
may  be  used  to  add  more  columns  when  desired. 

The  disbursement  of  $75.00  to  Scale  Models, 
Inc.,  by  check  No.  106  in  payment  for  a  model 
has  been  entered  (credited)  in  Column  2  in  the 
same  manner  as  are  all  checks  drawn  on  First 
National  Bank  and  in  Column  16  (debited)  to 
Account  No.  503,  Special  Payments.  This  account 
is  provided  to  record  the  cost  of  scale  models, 
renderings,  photographs  and  similar  expenses  which 
occur  in  nearly  all  offices. 

Check  No.  107  in  the  amount  of  $15.00  estab- 
lishes a  Petty  Cash  Fund.  $15.00  is  entered  (cred- 
ited) in  Column  2  to  Account  No.  100,  First  Na- 
tional Bank,  and  (debited)  in  Column  4  to  Petty 
Cash.  Account  No.  105,  Petty  Cash,  is  written  in 
the  Item  Column.  As  this  Fund  is  depleted,  a  check 
is  drawn  to  restore  it  to  the  original  amount.  See 
Check  No.  140  for  handling  of  this  expense  and 
see  Chapter  Three  for  a  discussion  of  the  Petty 
Cash  Fund. 
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Individual  checks  are  drawn  for  the  weekly  sal- 
aries, but  these  are  not  usually  entered  separately 
in  the  Cash  Journal.  The  details  of  the  payroll, 
including  check  numbers,  are  entered  in  the  Pay- 
roll Journal.  This  is  explained  in  Chapter  Three  and 
in  Chapters  Twenty-three  and  Twenty-four.  The 
entire  payroll,  including  weekly  salary  withdrawals 
of  the  principals,  and  salaries  of  employees,  is 
entered  in  the  Payroll  Journal.  Although  it  would 
not  be  necessary  to  record  salaries  of  principals  in 
the  Payroll  Journal  in  those  instances  where  Job 
Cost  Records  are  not  maintained,  it  is  believed  that 
eventually  all  firms  will  realize  the  value  of  main- 
taining Job  Costs.  Therefore,  certain  procedures 
leading  to  the  full  use  of  the  system  are  established 
at  the  beginning. 


The  reverse  side  of  A. I. A.  Accounting  Form 
202,  as  well  as  the  distribution  of  costs  to  jobs, 
will  be  ignored  in  the  "Minimum  System"  since  Job 
Cost  Records  are  not  maintained  as  a  part  of  the 
Minimum  System.  In  the  very  small  office  it  is 
possible,  even  though  it  is  not  recommended,  to 
omit  the  use  of  the  Payroll  Journal  entirely.  In  this 
case    the    individual    payroll    checks    are    entered 

(credited)   directly  in  Column  2  of  the  Cash  Jour- 
nal   and    the   deductions   are    entered    individually 

(credited)   for  each  employee  in  Columns  32  to  35 
and  the  gross  amount  of  money  earned  is  entered 

(debited)    in  Columns  30  and  31. 

The  weekly  salary  withdrawals  of  principals  for 
the  week  ended  January  7  total  $180.00.  The  em- 
ployees' payroll  for  the  same  period  totals  $260.00. 
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Deductions  for  O.A.B.  (Social  Security)  contribu- 
tions of  $2.60  and  withholding  taxes  of  $31.70 
result  in  a  net  cash  disbursement  of  $405.70  in- 
cluding salaries  of  principals.  This  net  disbursement 
of  $405.70  appears  in  Column  12  of  the  Payroll 
Journal. 

Since  the  $2.60  and  $31.70  mentioned  in  the 
preceding  paragraph  represent  deductions  from 
salaries  of  employees,  due  the  U.  S.  Government, 
these  amounts  also  must  be  accounted  for. 

See  line  10  in  the  Cash  Journal  for  the  entries 
described  below: 

( 1  )  $405.70  representing  the  actual  disburse- 
ment of  cash,  which  appears  in  Column  1  2  of  the 
Payroll  Journal,  is  entered   (credited)    in  Column 


2  of  the  Cash   Journal,   Account   No.    100,    First 
National    Bank,"   as  are   all    cash   disbursements. 

(2)  The  $2.60  and  $31.70  which  appear  in 
Columns  5  and  6  of  the  Payroll  Journal,  are 
entered  (credited)  in  Columns  32  and  33  of  the 
Cash  Journal,  Accounts  Nos.  201  and  202,  Em- 
ployees' Deductions,  O.A.B.  Deductions,  and 
Federal     Income    Taxes    Withheld,    respectively. 

(3)  The  Salaries  of  Principals,  $180.00, 
which  appears  in  Column  3  of  the  Payroll  Jour- 
nal, is  entered  (debited)  in  total  in  Column  30, 
Account  No.  500,  Salaries,  Principals. 

(4)  The  Gross  Salaries  of  Employees,  $260.00, 
which  appears  in  Column  4  of  the  Payroll  Jour- 
nal, is  entered  (debited)  in  total  in  Column  31, 
Account  No.  511,  Salaries,  Employees. 
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The  result  of  these  entries  maintains  the  Cash 
Journal  in  balance  and  properly  reflects  the  trans- 
actions as  indicated  by  the  following  summary: 


Expenses: 

Salaries,  Principals 
Salaries,  Employees 

Liabilities: 

Social  Security  Taxes, 

Deductions 
Income  Taxes,  Withheld 

Assets  —  Reduced  by  Credit: 
Cash,  First  National  Bank 


(Debit) 
$180.00 
260.00 


(Credit) 


E     2.60 
31.70 

405.70 


$440.00     $440.00 


An  individual  payroll  record  should  be  main- 
tained for  each  principal  and  each  employee.  This 
is  done  with  A.  I. A.  Accounting  Form  402,  the 
Employee  Record,  the  use  of  which  form  is  ex- 
plained in  Chapter  Twenty-two.  This  record  pro- 
vides spaces  for  personal  history  and  the  recording 
of  vacation  and  sick  leave,  and  is  designed  for  the 
accumulation  of  totals  so  quarterly  reports  to 
Federal  and  State  Governments  may  be  prepared 
expeditiously. 

As  explained  in  Chapter  Three,  salaries  should 
be  established  and  paid  to  principals  of  every  firm. 
This  is  the  orderly  way  to  conduct  a  business.  Sal- 
aries of  principals  are  not  presently  subject  to 
O.A.B.    and    Income  Tax   Deductions.    It   is  recom- 
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mended,  however,  that  the  salary  record  be  main- 
tained for  each  principal,  if  two  or  more  principals 
are  in  business  together.  Salaries  of  principals  are 
recorded  in  the  Cash  Journal  in  Column  30  as 
expense.  This  provides  a  much  more  accurate  de- 
termination of  the  results  from  the  operation  of 
the  business.  Salaries  paid  to  principals  are  actually 
a  partial  distribution  of  profits,  and  it  is  essential 
that  the  amounts  of  such  salary  paid  to  each  prin- 
cipal be  readily  available  for  the  preparation  of 
the  Statement  of  Profit  and  Loss,  Balance  Sheet, 
and  Income  Tax  Returns.  The  Employee  Payroll 
Record"  also  provides  a  convenient  method  of  ac- 
cumulating these  payments. 

Check  No.  114  in  the  amount  of  $200.00,  pay- 
able to  the  Table  Co.,  drawn  on  January  10,  is  in 
payment  for  two  drafting  tables.  $200.00  is  entered 
(credited)    in  Column  2  and    (debited)    in  Column 


4,  Non-Expense  Items  Account  No.  112,  Furni- 
ture and  Equipment,  is  written  in  the  Item 
Column. 

The  two  tables  are  listed,  for  permanent  record, 
in  the  Fixed  Assets  Record  under  Furniture  and 
Equipment.  See  Chapter  Eighteen  for  a  full  de- 
scription of  this  procedure. 

On  January  12,  the  firm  received  a  check  in  the 
amount  of  $3,600.00  from  X.  Y.  Development  Co., 
in  part  payment  of  the  fee  for  professional  services. 
This  is  entered  (debited)  in  Column  1,  Account 
No.  100,  First  National  Bank,  and  represents  an 
increase  in  the  asset  Cash.  This  amount  is  also 
entered  (credited)  in  Column  6,  Account  No.  400, 
Fees,    and    represents    an    increase    in    Net   Worth. 

Business  entertaining  expenses  totaling  $28.45 
was  paid  to  the  Country  Club  by  check  No.  1  1  5. 
This   amount    is   entered     (credited)     in   Column    2, 
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Account  No.  100,  First  National  Bank,  and  deb- 
ited) in  Column  19,  Account  No.  506,  Travel  and 
Entertainment. 

Engineering  Fees  in  the  amount  of  $1,000.00 
were  paid  on  January  12  by  check  No.  1 16  drawn 
on  First  National  Bank.  $1,000.00  is  entered 
(credited)  in  Column  2,  Account  No.  100,  First 
National  Bank,  and  (debited)  in  Column  15,  Ac- 
count No.  502,  Professional  Fees. 

On  January  15  each  of  the  principals  made  a 
quarterly  payment  to  the  Collector  of  Internal 
Revenue  with  checks  drawn  on  the  firm  account 
in  the  amount  of  their  estimated  Income  Tax. 
These  payments  represent  personal  withdrawals  by 
the  principals,  are  in  addition  to  salary  payments, 
and,  therefore,  are  entered  (credited)  in  Column 
2  and  (debited)  in  Columns  8  and  10,  Account 
Nos.  300.1  and  300.2  A.  B.  Slide,  Capital,  and 
C.  D.  Rule,  Capital,  respectively. 

The  Employer's  contribution  to  the  State  Unem- 
ployment Compensation  Fund  for  the  fourth  quar- 
ter of  1954,  the  previous  year,  was  paid  by  check 
No.  125  in  the  amount  of  $10.75.  This  is  entered 
(credited)  on  line  18  in  Column  2,  Account  No. 
100,,  and  in  (debited)  Column  27,  Account  No. 
512,  Taxes.  Since  an  analysis  of  Taxes  paid  is  nec- 
essary in  the  preparation  of  Income  Tax  Returns,  a 
space  is  provided  to  designate  the  nature  of  taxes 
paid.  Therefore,  in  the  Item  space  which  is  pro- 
vided there  is  written  Payroll  since  this  item  repre- 
sents Payroll  Taxes. 

Check  No.  126  in  the  amount  of  $75.50,  pay- 
able to  Collector  of  Internal  Revenue,  was  also 
drawn  on  January  1 5.  This  was  in  payment  of 
O.A.B.  (Social  Security)  deductions  from  Em- 
ployees' salaries  and  Federal  Income  Taxes  with- 
held for  the  fourth  quarter  of  1954,  the  previous 
year,  as  well  as  the  employer  O.A.B.  (Social  Secur- 
ity) contribution  for  the  same  period.  To  record  this 
transaction,  $75.50  is  entered  (credited)  in  Column 
2,  $21 .50  is  entered  bracketed  (debited)  in  Column 


32  (See  Chapter  Three  for  use  of  brackets  around 
figures)  to  Account  No.  201,  O.A.B.  Deductions, 
Employees  Deductions,  and  $32.50  is  entered 
bracketed  (debited)  in  Column  33,  to  Account  No. 
202,  Federal  Income  Taxes  Withheld.  (The  result 
of  these  two  entries  is  to  cancel  the  liabilities  en- 
tered in  Columns  32  and  33  on  January  1  when 
these  books  were  opened.)  $21 .50  representing  tax 
expense  to  the  firm  has  been  entered  (debited)  in 
Column  27,  Account  No.  512,  and  indicated  as 
Payroll  Taxes.  The  result  of  these  entries  may  be 
stated  as  follows: 


Liabilities  (decreased)  : 

Social  Security  Taxes, 
Employees 


Debit        Credit 


$21.50 

Federal  Income  Taxes  Withheld    32.50 
Expense   (decrease  of  Net  Worth)  : 


Payroll  Taxes 
Asset  (Cash  decreased) 
First  National  Bank 


21.50 


$75.50 


$75.50     $75.50 


On  January  20,  the  firm  purchased  the  building 
in  which  their  offices  are  located  for  $22,500.00, 
representing  land  value  of  $2500.00  and  building 
value  of  $20,000.00.  $5,000.00  was  paid  by  check 
No.  127  and  a  mortgage  of  $17,500.00  given  for 
the  balance.  To  record  this  transaction,  $5,000.00 
is  entered  (credited)  in  Column  2.  $20,000.00  is 
entered  (debited)  in  Column  4.  Non-Expense 
Items,  and  Account  No.  116,  Building,  is  written 
in  the  Item  Column.  $2,500.00  is  also  entered 
(debited)  in  Column  4  and  Account  No.  1 1  8,  Land, 
written  in  the  Item  Column.  The  mortgage  of 
$17,500.00  is  entered  (credited)  in  Column  5, 
Non-Expense     Items,     and     Account     No.     205, 
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Mortgage   Payable,   written    in   the    Item    Column. 
The  result  of  this  transaction  is  as  follows: 


Asset  (decreased)  :  Debit 

Cash — First  National  Bank 

Assets  (increased)  : 

Building  $20,000.00 

Land  2,500.00 

Liabilities   (increased)  : 
Mortgage  Payable 


Credit 
$5,000.00 


17,500.00 


$22,500.00     $22,500.00 


On  January  24  the  firm  received  $6,000.00  from 
Department  Stores,  Inc.,  in  part  payment  of  fees 
for  services.  This  transaction  is  entered  in  the  Cash 
Journal  in  the  same  manner  as  the  $3,600.00  re- 
ceived from  X.  Y.  Development  Co.,  on  January  10. 

A  Petty  Cash  Fund  was  established  to  take  care 
of  disbursements  for  incidentals  by  drawing  check 
No.  107  to  A.  B.  Slide  (for  Petty  Cach)  for  an 
agreed  amount,  $15.00  in  this  instance,  and  enter- 
ing (crediting)  it  in  Column  2  and  (debiting) 
Column  4,  Account  No.  105,  Petty  Cash.  As  the 
Petty  Cash  fund  becomes  low,  it  should  be  reim- 
bursed by  check  in  the  exact  amount  of  the  cash 
disbursements  made  to  date,  thus  maintaining  the 
fund  at  the  same  amount  for  which  it  was  estab- 
lished. In  reimbursing  Petty  Cash,  the  proper  ac- 
counts should  be  charged  for  the  disbursements 
made.  A  typical  reimbursement  is  recorded  on  line 
26  of  page  1  of  the  Cash  Journal.  $9.75  is  entered 
in  Column  2  and  since  the  entire  amount  disbursed 
was  for  postage,  $9.75  is  entered  (debited)  in 
Column  1  8,  Account  No.  505,  Postage  and  Trans- 
portation. The  Petty  Cash  Fund  has  now  been 
restored  to  the  original  amount,  without  distribu- 
tion of  any  entries  to  Account  No.  105. 


On  January  30,  A.  B.  Slide  and  C.  D.  Rule  with- 
drew $250.00  and  $200.00,  respectively,  by  checks 
Nos.  141  and  142.  These  amounts  are  entered 
(credited)  in  Column  2,  First  National  Bank, 
and  $250.00  is  entered  (debited)  in  Column  8, 
A.  B.  Slide,  Capital.  $200.00  is  entered  (debit- 
ed)  in  Column  10,  C.  D.  Rule,  Capital. 

The  final  entries  for  the  month  are  to  transfer 
the  unamortized  balance  of  Improvements  to 
Leasehold  to  the  Building.  This  amount  is  $600.00 
less  Amortization  of  $60.00  in  1954  for  the  part 
of  the  previous  year  or  $540.00.  Since  the  firm  has 
now  purchased  the  building,  the  improvements 
made  at  the  firm's  expense  now  are  added  to  the 
cost  of  the  building. 

$600.00  is  entered  (credited)  in  Column  5,  Non- 
Expense  Items,  Account  No.  1  19,  Improvements  to 
Leasehold,  thus  canceling  this  item  in  the  records. 
$540.00  is  entered  (debited)  in  Column  4,  Non- 
Expense  Items,  Account  No.  1  16,  Buildings.  $60.00 
is  entered  (debited)  in  Column  4,  Account  No.  1  20, 
Reserve  for  Amortization  of  Improvements  to 
Leasehold,  thus  canceling  the  accumlated  amorti- 
zation for  1954,  the  previous  year,  entered 
(credited)  in  Column  5  when  the  books  were  opened 
on  January  1,  1955.  The  result  of  these  entries  is 
to  cancel  the  recorded  Leasehold  Improvements  of 
$600.00,  cancel  the  accumulated  Amortization  of 
$60.00  and  transfer  the  unamortized  balance  of 
$540.00  to  the  Building. 

The  adjustments  are  made-  in  the  Fixed  Asset 
Records  and  are  shown  in  Chapter  Eighteen. 

Columns  in  the  Cash  Journal  are  now  ruled  and 
totaled.  See  Chapter  Three  for  instructions  in 
ruling.  A  listing,  or  Trial  Balance,  of  the  debits  and 
credits   is  made  to  determine  that  they  are  equal, 
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thus    proving    the    mathematical    accuracy    of    the 
transactions  for  the  month. 

The  Trial  Balance  is  explained  in  Chapter  Fif- 
teen. It  is  pointed  out  here  that  only  the  Bank 
Balance  is  carried  forward  to  the  top  of  the  page 
at  the  beginning  of  a  new  month.  This  is  because 
it  is  considered  better  practice  to  secure  a  monthly 
total  and  be  able  to  set  up  a  Trial  Balance  to  prove 
the  entries  made  during  each  month.  The  totals 
for  year  to  date  are  brought  forward  at  the  end  of 
the  month  to  accumulate  the  new  year  to  date 
totals. 

On   February    1,  Check   No.    145  was  drawn  to 


The  Realty  Co.,  in  the  amount  of  $287.50.  This 
amount  is  entered  in  Column  2,  and  since  $200.00 
represented  a  payment  on  the  mortgage,  this 
amount  is  entered  (debited)  in  Column  4,  Non- 
Expense  Items,  and  Account  No.  205,  Mortgage 
Payable,  written  in  the  Item  Column.  This  pay- 
ment reduces  the  mortgage  by  $200.00.  The  inter- 
est of  $87.50  is  entered  (debited)  in  Column  29, 
Account  No.  525,   Interest. 

U.  R.  Able,  who  rents  office  space  in  the  build- 
ing, paid  the  monthly  rental  of  $75.00  on  February 
1.  This  amount  is  entered    (debited)    in  Column  1, 
Account     No.      100,     First     National     Bank,     and 
(credited)    in  Column   7,  Office    Income,   Miscel- 
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58 

Feb. 

1 

Typewriter  Repair  Service  Office  Exp. 

144 

1      3 

85 

9 

332 

93 

, 

1 

The  Realty  Co.              %"'%so 

145 

287 

50 

S 

545 

33 

'O 

3 

1 

U.  R.  Able                       Rent  Inc. 

75 

00 

9 

520 

13 

4 

Standard  Oil                  Auto  Exp. 

146 

26 

35 

9 

593 

ts 

4 

5 

Payroll              2-5S5 

m 

405 

70 

9 

187 

78 

5 

IO 

Super  Markets              Fee 

3 

750 

00 

;o 

10 

Super  Markets               Reimb. 

102 

?7 

13 

040 

05 

16 

Telephone  Co.                Tel. 

153 

28 

22 

13 

Oil 

93 

■ 

12 

Payroll               2-12-55 

114 

159 

405 

70 

12 

606 

3 

, 

12 

Table    Co.                       4  stools 

160 

72 

oo 

12 

534 

3 

10 

14 
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161 

3d 

80 

12 

497 

33 

„ 

14 
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85 

60 

12 

411 

73 

12 

19 
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163 
IBB 
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70 

12 

006t 

03 

13 

25 

Apartment  Homes  Inc.   Note  for  tee 

u 

25 

X  Y.  Development  Co.       Fee 

4 
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00 

;p 

25 

XX  Development  Co        Reimb. 

8 

75 

16 
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78 

-  — 

26 
26 
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m 
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70 

15 
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08 

17 
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_K 
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00 

13 

709 

08 

11 

2B\ 
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91 

85 

13 
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23 

If 

26 

A.  B.  Slide                           PCashReim. 

177 

14 

22 

13 
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01 

10 

26 
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180 

28 

13 

422 

73 

31 

26 

J.  K.  Adams                      "'\&f." 

98 

00 

13 

520 

73 

13 
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9 
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74 
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Depreciation  on  Building 

30 

31 

28 
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31 

11 

28 
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"O 

13 

11 

u 

34 

M 

26 
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33 

36 
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13 
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73 

H 

V 
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laneous,    and    Account    No.    402,    Rent    Income    is 
written  in  the  "Item"  column. 

On  February  10,  Super  Markets  paid  $3,700.00 
in  fees,  which  figure  is  handled  in  the  same  manner 
as  fees  received  in  January.  Super  Markets  also 
paid  $102.27  as  reimbursement  of  expenses.  This 
amount  is  entered  (debited)  in  Column  1,  and 
since  $74.85  represented  reimbursement  for  auto- 
mobile travel  on  a  mileage  basis  and  cannot  be 
identified  with  a  definite  expense  paid,  it  is  entered 
(credited)  in  Column  7,  Miscellaneous  Income, 
Account  No.  401.  The  remaining  $27.42  is  for 
long  distance  telephone  calls  and  is  in  the  exact 
amount  paid  to  the  Telephone  Co.  $27.42  is  there- 


fore entered  (credited)  as  a  bracketed  figure  in 
Column  22,  Account  No.  510,  Telephone  and 
Telegraph. 

Check  No.  160  in  the  amount  of  $72.00  was 
drawn  February  12  to  the  Table  Co.  in  payment 
for  four  drafting  stools.  $72.00  is  entered  (cred- 
ited) in  Column  2  and  (debited)  in  Column  4, 
Non-Expense  Items,  Account  No.  112,  Furni- 
ture and  Equipment.  These  stools  are  also  entered 
in  the  Fixed  Asset  Record.   See  Chapter  Eighteen. 

On  February  25,  Apartment  Houses,  Inc.,  gave 
a  $1,500.00  note  for  the  amount  of  the  fee  due 
at  that  time.  To  record  this  transaction  $1,500.00 
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is  entered  (credited)  in  Column  6,  Account  No. 
400,  Fees,  and  (debited)  in  Column  4,  Miscel- 
laneous, and  Account  No.  1  06,  Notes  Receivable,  is 
written  in  the  "Item"  column.  The  note  should  also 
be  recorded  in  the  Notes  and  Investment  Record  ex- 
plained in  Chapter  Nineteen. 

A  drafting  table  purchased  July  1,  1954,  was 
sold  to  J.  K.  Adams  for  $98.00  on  February  28. 
The  table  cost  $100.00  as  is  recorded  in  the  Fixed 
Asset  Records.  Depreciation  for  1954,  the  previous 
year,  likewise  recorded  in  the  Fixed  Asset  Record, 
was  $5.00.  Depreciation  for  January  and  February, 
1955,  at  the  rate  of  10  per  cent  per  year,  amounts 
to  $1.67.  The  book  value  of  $93.33  is  determined 
as  follows: 


Cost 

ifclUU.UU 

Less: 

Depreciation  1954 

$5.00 

Depreciation  2  months  1955 

1.67 

6.67 

Book  Value 

$93.33 

Since  this  table  sold  for  $98.00,  the  profit  is  the 
difference  between  $98.00  and  $93.33,  or  $4.67. 

To  record  this  transaction,  $98.00  is  entered  in 
Column  1,  as  are  all  receipts.  $100.00  has  been 
entered  (credited)  in  Column  5,  Non-Expense 
items,  Account  No.   112,  Furniture  and  Equipment 
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to  cancel  this  asset  from  the  accounts.  $4.67  repre- 
senting profit  has  been  entered  (credited)  in 
Column  7,  Account  No.  404,  Miscellaneous  Income, 
and  has  been  identified  as  Sale  of  Table.  In  Column 
29,  Miscellaneous  Expense  Items,  Account  No.  517, 
Depreciation,  has  been  debited  in  the  amount  of 
$1.67  to  reflect  the  depreciation  expense  for  the 
two  months  of  1952  and  in  Column  5,  Non- 
Expense  Items,  the  Reserve  for  Depreciation, 
Furniture  and  Equipment  Account  No.  113  is 
credited  in  a  like  amount.  This  leaves  in  the  Reserve 
for  Depreciation,  Account  No.  1  1  3,  $6.67  covering 
this  table;  $5.00  from  1954  and  $1.67  in  1955. 
This  is  removed  from  the  account  by  an  entry 
(debit)  of  $6.67  in  Column  4,  Non-Expense  Items, 


Account  No.   1  13,  Reserve  for  Depreciation,  Furni- 
ture and  Equipment. 

Columns  in  the  Cash  Journal  are  now  ruled  and 
totaled  for  February.  Year  to  date  totals  are  entered 
immediately  under  the  February  totals.  The  Books 
are  now  ready  for  March  transactions. 

For  purpose  of  illustration  only,  the  Cash 
Journal  is  closed  in  the  same  manner  as  it  would 
be  at  the  end  of  the  year.  There  is  no  reason  to 
close  the  books  during  the  year  since  it  is  possible 
to  prepare  a  reasonably  correct  Statement  of  Profit 
and  Loss  from  the  Year  to  Date  totals. 

The  following  Chapter  covers  the  procedure  for 
Adjusting  and  Closing  the  Cash  Journal. 
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PART  TWO  — CHAPTER  NINE 

ADJUSTING  AND  CLOSING  THE  CASH  JOURNAL 


The  purpose  of  adjusting  and  closing  the  Cash 
Journal  is  (1)  to  secure  a  detailed  and  accurate 
statement  of  the  operation  of  the  business,  i.e. 
whether  it  has  been  operated  at  a  profit  or  a  loss, 
and  (2)  to  determine  the  assets,  liabilities  and 
resultant  net  worth  of  the  firm  or  the  individual 
principals  of  the  firm.  This  information  is  neces- 
sary for  every  firm  at  the  end  of  year  in  order  to 
prepare  returns  required  by  the  Federal  (and  some- 
times the  State  and  City)  government  for  tax 
purposes. 

The  Cash  Journal  is  normally  adjusted  and  closed 
with  the  necessary  adjusting  and  closing  entries  at 
the  end  of  the  calendar  or  fiscal  year,  but  may  be 
closed  at  any  time  if  necessity  arises.  The  procedure 
is  the  same  in  either  case. 

Adjusting  entries  are  entries  which  are  used  to 
make  corrections  in  accounts  when  necessary  and 
to  separate  elements  in  certain  accounts.  For  in- 
stance, Furniture  and  Equipment  depreciates.  This 
depreciation  is  an  expense.  This  element  of  expense 
is  separated  from  the  Asset,  Furniture  and  Equip- 
ment, by  an  adjusting  entry.  Adjusting  entries  also 
may  be  required  for  such  items  as  amortization  of 
leasehold  improvements,  rent  and  insurance. 

Actual  cash  receipts  and  cash  disbursements  are 
entered  in  the  Cash  Journal  in  chronological  order. 
It  is  not  practicable  and  would  serve  no  purpose  to 
attempt  to  determine  and  enter  such  items  as  de- 
preciation, amortization,  etc.,  on  a  day-to-day  basis. 
Since  these  items  are  rather  small  in  the  architect's 
office,  it  is  recommended  that  these  expenses  be 
entered  at  the  end  of  the  year  only. 

Closing  entries  are  entries  which  are  used  to 
close  income  and  expense  accounts  to  the  Profit 
and  Loss  Account  and  to  transfer  profit  or  loss  to 
the  Capital  Accounts  of  the  Principals. 

The  profit  or  loss  sustained  by  the  firm  for  the 
year  is  shown  on  the  Profit  and  Loss  Statement. 
This  is  a  statement  of  income  received  and  ex- 
penses paid  during  a  year  or  a  stated  period.  It  re- 
flects the  results  of  operating  the  business;  thus 
showing  the  increase  or  decrease  in  net  worth  for 
the  period. 


For  purposes  of  illustration  adjusting  and 
closing  entries  for  the  hypothetical  firm  of  A.  B. 
Slide  and  C.  D.  Rule  are  prepared  and  explained 
below  and  a  Balance  Sheet  and  Statement  of  Profit 
and  Loss  are  included  after  entering  adjusting  and 
closing  entries.  As  a  matter  of  convenience,  the 
Cash  Journal  will  be  closed  at  the  end  of  the  two 
month  period  as  if  it  were  the  end  of  the  firm's 
year.  In  any  case,  whether  the  Cash  Journal  be 
closed  at  a  time  other  than  the  end  of  the  year  due 
to  unforeseen  circumstances  or  at  the  end  of  the 
year,  the  adjustments  and  closing  entries  would 
be  prepared  in  the  same  manner  and  the  same  pro- 
cedure would  be  followed. 

The  method  of  reflecting  these  entries  in  the 
Cash  Journal  is  illustrated  on  the  f  i  I  led- tn  forms 
in  Chapter  Eight,  Pages  8,  9,  10,  and  11. 

The  first  entry  in  the  Cash  Journal  records  the 
depreciation  of  Furniture  and  Equipment  and  de- 
preciation of  Building.  Depreciation  is  first  com- 
puted in  the  Fixed  Asset  Records  (Chapter  Eigh- 
teen) .  Under  normal  circumstances  where  the  Cash 
Journal  is  closed  only  at  the  end  of  a  complete  year, 
depreciation  would  be  computed  for  a  twelve-month 
period.  However,  in  the  illustration,  where  the  Cash 
Journal  is  being  closed  after  a  two-month  period, 
depreciation  will  be  computed  for  the  two  months. 
These  computations  in  the  Fixed  Asset  Records  are 
the  bases  for  this  adjusting  entry. 

Depreciation  of  Furniture  and  Equipment  totals 
$24.44  but  must  be  reduced  by  $1.67  which  is 
already  entered  in  the  Cash  Journal  for  February  28 
in  connection  with  the  sale  of  the  drafting  table.  The 
amount  to  be  recorded  in  this  adjusting  entry  is 
therefore  $22.77.  This  amount  is  then  entered  in 
the  Cash  Journal  (as  a  debit)  under  Column  29, 
Indirect  Expense-Miscellaneous-Amount  and  oppo- 
site in  the  "Item"  column  is  written  Depreciation- 
Furniture  and  Equipment,  (Account  No.  517).  The 
balancing  entry  (or  credit)  in  the  Cash  Journal 
would  be  made  in  Column  5,  Non-Expense  Credits 
and  opposite  under  "Item"  would  be  written  Re- 
serve for  Depreciation-Furniture  and  Equipment, 
(Account  No.  113). 
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Depreciation  of  the  Building,  as  illustrated  in  the 
Fixed  Asset  Records,  (Chapter  Eighteeen),  is 
$51.35.  This  amount  would  then  be  entered  in  the 
Cash  Journal  in  the  same  manner  as  the  Deprecia- 
tion for  Furniture  and  Equipment  except  that  in  the 
"Item"  columns  under  Non-Expense  Items  and  In- 
direct Expense-Miscellaneous  opposite  the  amount 
of  depreciation  would  be  written  Reserve  for  Depre- 
ciation-Building, (Account  No.  1  17)  and  Deprecia- 
tion-Building,   (Account  No.  519),  respectively. 

The  entries  to  the  two  Reserves  for  Depreciation 
represent  reductions  in  the  asset  values  of  Furniture 
and  Equipment  and  Building  and  are  entered  in  the 
Reserve  Accounts  rather  than  the  Furniture  and 
Equipment  and  Building  Accounts  in  order  to  main- 


tain a  record  of  the  original  cost  of  Fixed  Assets. 
This  is  explained  in  Chapter  Eighteen. 

After  the  adjusting  entries  have  been  made  and 
entered  in  the  Cash  Journal,  the  Cash  Journal  may 
be  closed  with  the  result  that  only  the  Assets, 
Liabilities,  and  Net  Worth  are  carried  forward  in 
the  Cash  Journal  to  the  new  year.  At  this  point,  if 
the  trial  balance  is  prepared,  it  is  much  simpler  to 
reverse  the  usual  procedure  and  prepare  the  Balance 
Sheet  and  Statement  of  Profit  and  Loss  from  the 
Trial  Balance  before  the  closing  entries  are  made. 

The  Trial  Balance  included  herewith  is  prepared 
on  A.I.A.  Accounting  Form  501.  See  Chapter  Fif- 
teen for  a  discussion  of  the  Trial  Balance  and  this 
form.  Most  of  the  figures  entered  in  this  form  are 
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from  the  "Year  to  Date"  totals  in  the  Cash  Journal. 
Columns  4  &  5,  "Non  Expense  Items",  column  7, 
"Miscellaneous",  however,  require  analysis  because 
a  number  of  accounts  are  listed  in  each  of  these 
columns.  If  correct  account  numbers  are  written  in 
the  "Item"  spaces  of  these  columns,  these  analyses 
will  be  a  simple  operation.  The  process  comprises 
the  totaling  of  entries  made  for  each  numbered  ac- 
count from  each  column  and  listing  the  totals  for 
each  account  separately  on  the  Trial  Balance  op- 
posite its  corresponding  number  and  title. 

The  Balance  Sheet  and  Statement  of  Profit  and 
Loss  are  readily  prepared  from  the  Trial  Balance  on 
the  A. I. A.  Accounting  Forms  502  and  503,  re- 
spectively. These  are  discussed  in  Chapters  Sixteen 
and  Seventeen. 


Only  Assets,  Liabilities,  and  Net  Worth,  as  men- 
tioned in  a  preceding  paragraph,  are  carried  forward 
to  the  next  year.  These  are  the  items  appearing  on 
the  Balance  Sheet.  The  Income  and  Expense  Ac- 
counts, as  explained  in  Chapter  1,  are  nominal  or 
temporary  accounts  used  to  accumulate  in  detail 
the  nature  of  the  income  received  during  the  year 
and  the  type  of  expenses  paid.  These  accounts  hav- 
ing served  their  purpose  for  the  year  are  now 
closed.  This  may  be  accomplished  by  entering  a 
bracketed  figure  in  each  column  to  close  out  or 
balance  out  the  account  and  transferring  the  amount 
to  the  Statement  of  Profit  and  Loss.  The  difference 
(Profit  or  Loss)  between  total  Expenses  and  total 
Income  is  then  determined.  This  difference  (either 
profit  or  loss)  between  Income  and  Expenses  then  is 
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transferred  to  the  Capital  Accounts  of  the  Prin- 
cipals from  the  Statement  of  Profit  and  Loss.  (See 
Chapter  17  for  explanation  of  method  of  distribu- 
tion.) This  difference  is  the  "Net  Profits  from 
Operations",  if  the  income  is  greater  than  the  ex- 
penses, (Net  losses,  if  the  expenses  are  greater 
than  the  income) .  The  amount  to  be  entered  in 
each  Principal's  Capital  Account  under  "Credits" 
will  be  the  same  amount  as  shown  beside  each  prin- 
cipal's name  under  the  heading  "Gross  Partnership 
Profits"  in  the  computation  of  "Distribution  of 
Profits"  on  the  Statement  of  Profit  and  Loss.  (In 
the  event  of  "Gross  Partnership  Losses"  the  amount 
would  be  entered  in  each  principal's  Capital  Account 
under    Withdrawals".)     In    addition,   the    amounts 


shown  beside  each  principal's  name  in  the  distribu- 
tion on  the  Statement  of  Profit  and  Loss  under  the 
heading  of  "Plus  Salary"  (meaning  the  amounts 
withdrawn  by  the  principals  as  salaries  during  the 
year)  should  be  entered  in  the  respective  principal's 
Capital  Account  under  "Withdrawals". 

After  the  adjusting  and  closing  entries  have  been 
recorded  in  the  Cash  Journal  the  remaining  balances 
represent  Assets,  Liabilities,  and  Net  Worth  as 
shown  on  Line  36  of  Page  2  of  the  Cash  Journal 
reproduced  in  Chapter  Eight.  These  balances  may 
be  proved  to  the  Balance  Sheet.  To  accomplish  the 
proof  only  two  columns  in  the  Cash  Journal  require 
analyses.  These  are  Columns  4  and  5,  Non-Expense 
Items: 
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Col.  4  Dr. 

Furniture  and  Equipment $   1,502.00 

Improvements  to  Leasehold 600.00 

Petty  Cash 1  5.00 

Buildings    20,540.00 

Land 2,500.00 

Mortgage  Payable 200.00 

Notes  Receivable 1 ,500.00 

Reserve  for  Amortization- 1 mprov.  to  Lease.  .  60.00 

Reserve  for  Depreciation  — 

Furniture  and  Equipment 6.67 

Reserve  for  Depreciation — Buildings 

$26,923.67 


Col.  5  Cr. 

Net 

100.00 

1 ,402.00 

600.00 

-0- 

15.00 

20,540.00 

2,500.00 

7,500.00 

17,300.00 

1,500.00 

60.00 

-0- 

85.94 

79.27 

51.35 

51.35 

$18,397.29 


$  8,526.38  Dr. 


The  Statement  of  Profit  and  Loss  having  been 
used  as  the  basis  for  the  closing  entries  and  the 
Balance  Sheet  having  been  checked  to  the  remain- 
ing totals  in  the  Cash  Journal,  Line  36  of  Page  2, 
the  mathematical  accuracy  of  the  Statements  is 
proved. 

This  completes  the  recording  of  the  financial 
transactions  for  the  year  and  the  procedure  for 
setting-up  the  books  for  the  next  year  consists 
only  of  inserting  in  their  respective  columns 
in  the  Cash  Journal  the  amounts  of  the  Assets, 
Liabilities,  and  Net  Worth  as  shown  on  the  Balance 
Sheet  which  continue  to  be  carried  forward  from 
year  to  year. 


Although  the  Minimum  Accounting  System  as 
explained  herein  will  suffice  to  record  the  trans- 
actions of  the  business  and  account  for  the  money 
received  and  spent,  it  is  not  a  complete  accounting 
system  for  Architects.  The  keeping  of  Job  Costs 
should  be  included  as  a  part  of  the  Accounting 
System  and  this  is  accomplished  with  the  Basis 
14,  of  Part  Three. 

The  A. I. A.  Committee  for  Standard  Accounting 
Methods  for  Architects  urges  that  the  Basic  System 
and  related  records  be  carefully  reviewed,  since  the 
value  of  the  information  to  be  obtained  from  Job 
Cost  Records  should  repay  many,  many  times  the 
small  amount  of  additional  time  and  effort  required 
to  maintain  them. 
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PART  THREE  —  CHAPTER  TEN 

DESCRIPTION  OF  THE  BASIC  SYSTEM 


The  Basic  Accounting  System  provides  the  least 
in  Accounting  Procedures  recommended  by  the 
committee  on  Standard  Accounting  Methods  for 
Architects.  It  includes  the  keeping  of  Job  Costs  and 
provides  for  a  detailed  breakdown  of  these  costs 
as  a  part  of  the  one  operation. 

This  System  provides  a  record  of  the  money 
spent  in  the  operation  of  the  business  and  in  addi- 
tion, it  provides  for  separating  and  distributing  the 
expense  into  the  Indirect  and  Direct  Expense 
categories. 

Indirect  Expense  includes  expenses  of  operating 
the  business  which  cannot  be  charged  directly  to 
particular  jobs.  Such  expenses  include,  Rent,  Post- 
age, Utilities,  Clerical  Salaries,  etc.,  as  set  up  in 
the  Account  Designations  of  the  Column  Headings 
in  the  Cash  Journal  Forms  and  as  listed  in  the  List 
of  Accounts  for  Indirect  Expense.  See  Chapter  Four. 


Direct  Expense  includes  expenses  lhat  can  be 
distributed  and  charged  directly  to  particular  jobs 
which  are  current  By  means  of  these  Job  Ex- 
penses or  Job  Costs  as  they  are  designated  herein, 
a  complete  control  is  maintained  on  the  operations 
pertaining  to  each  job.  Upon  completion  of  the  job, 
data  will  be  available  showing  the  total  costs  of  each 
phase  of  the  work,  such  as  Working  Drawings, 
Specifications,  etc. 

This  system  can  be  expanded  into  the  complete 
Accounting  System  by  the  addition  of  the  General 
Ledger,  as  explained  in  Part  Six. 

This  system  makes  use  of  the  forms  listed  at  the 
bottom  of  the  page  and  which  are  explained  under 
the  subsequent  chapters  noted  There  are  other 
forms  which  are  not  required  for  the  accounting 
system  but  which  are  designed  to  be  used  with  the 
system.    These   forms  are  described    in    Part  Seven. 


THE   FORMS   FOR  THE   BASIC  SYSTEM 


The   Cash   Journal 

The  Journal 

The   Time   Record 

The   Employee    Payroll    Record 

The    Payroll   Journal 

The   Job  Cost   Record 

Indirect  Expense  Allocation 

The   Fixed   Asset   Record 

The   Trial    Balance 

The   Balance   Sheet 

The   Statement  of    Profit   and    Loss 

The  Certificate   for   Payment 

The   Charge   Order 

Request   for   Partial    Payment 

Accounts    Between  Owner  and  Architect 
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PART  THREE  — CHAPTER   ELEVEN 

THE  FORMS  OF  THE  BASIC  SYSTEM  CASH  JOURNAL 


The  forms  for  the  Cash  Journal  used  in  the  Basic 
System  are  designated  as  the  100  Series  of  the 
A. I. A.  Accounting  Forms.  Forms  101  through  104 
comprise  a  set  and  are  considered  as  one  page.  Each 
set  should  be  numbered  with  the  same  page  num- 
ber in  the  spaces  provided  in  the  heading.  Page 
numbers  should  be  successive  through  the  entire 
year.  The  back  of  Form  101  is  the  first  page  of  a 
set.  In  numbering  the  pages.  Form  101  will  have 
different  page  numbers  on  the  front  and  back. 

Form  105  is  an  insert  sheet  or  flyleaf  for  Bank 
Accounts  and  may  be  inserted  after  Form  101  if 
needed  to  provide  for  a  second  or  third  bank 
account. 

Form  106  is  an  insert  sheet  or  flyleaf  having  six 
columns  on  each  side  with  blank  column  heading 
spaces.  This  form  may  be  inserted,  if  desired,  be- 
tween Forms  103  and  104  to  provide  additional 
columns  for  distributing  indirect  expense  accounts, 
or  for  distributing  600  series  direct  expense  ac- 
counts. The  use  of  this  form  will  reduce  the  number 
of  such  accounts  which  will  otherwise  be  entered  in 


the   "Miscellaneous   Expense"    (column  No.  29  or 

43). 

Form  1  06  may  also  be  used  ahead  of  Form  102  to 
provide  for  distributing  "Non-Expense"  debit  and 
credit  items  such  as  Furniture  and  Equipment, 
Leasehold  Improvements,  Notes  or  Warrants  Re- 
ceivable and  Notes  and  Mortgages  Payable,  etc. 
Such  entries  will  be  eliminated  from  columns  4  and 
5  if  this  insert  is  used. 

In  assembling  the  Cash  Journal,  sheets  or  pages 
may  be  added  at  either  the  front  or  back,  and  num- 
bered from  front  to  back  or  back  to  front.  If  added 
in  front,  the  newest  page  which  is  the  page  being 
worked  on  will  always  be  accessible  at  the  front,  but 
it  is  a  matter,  however  of  personal  preference.  The 
keeper  of  the  books  is  warned  to  pursue  one  single 
policy  throughout  the  year. 

Samples  of  the  forms  of  the  Cash  Journal  are 
presented  herewith  and  the  explanation  of  the  use 
of  each  column,  as  used  in  the  Basic  System,  is 
overprinted  on  each  column  to  indicate  the  entries 
which  should  be  made  in  each. 
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A  page  in  this  book  is  a  complete  sequence  beginning  with  the  back 
of  Form  101  (this  form)  and  continuing  through  Forms  102,  103, 
104,  and  the  front  side  of  Form   101   (this  form). 


This   is   ihe   end   of   a    page.   The    instructions    included    hereinafter 
apply. 
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This  is  the  beginning  of  a  different  page  and  the  instructions  in- 
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PART  THREE  — CHAPTER  TWELVE 

OPENING  THE  CASH  JOURNAL 


When  the  General  Ledger  is  used  with  the  System  it  is 
not  necessary  to  use  the  procedure  outlined  in  this 
Chapter  for  opening  the  Cash  Journal.  The  Journal  will 
be  a  more  convenient  form  on  which  to  record  the  open- 
ing entries  for  the  transfer  to  the  General  Ledger.  See 
Chapter  Thirty  for  further  discussion  of  this  procedure. 

There  are  two  situations  under  which  the  "Cash 
Journal"  may  be  opened: 

( 1 )  As  the  business  is  started. 

(2)  When  the  new  Accounting  System  is  set  up 
in  an  existing  office. 

If  the  business  is  being  started  at  the  time  the 
books  are  opened,  which  is  the  first  situation,  open- 
ing the  Cash  Journal  becomes  a  simple  operation. 
Each  principal  contributes  a  certain  amount  of 
money  as  capital  to  provide  funds  for  operation.  In 
addition,  one  or  all  of  the  principals  may  contribute 
furniture  and  equipment,  etc.  as  the  whole  or  part 
of  their  capital  contribution.  Contributions  of  either 
of  these  types  are  known  as  the  principals'  capital 
and  is  entered  (credited)  in  the  credit  column  of 
each  Principal's  Capital  Account  in  amounts  equal 
to  each  principal's  total  capital  contribution  (money 
and/or  various  other  assets) .  This  entry  should  be 
balanced  by  entering  (debiting)  the  total  of  the 
monies  contributed  by  the  Principals'  as  a  bank  de- 
posit in  Column  CJ-1,  and  in  the  latter  case  by 
entering  as  a  debit  the  total  value  of  the  furniture 
and  equipment  contributed  in  Column  CJ-4,  Non- 
Expense  Debits.  If  the  contribution  from  the  Prin- 
cipal or  Principals  is  only  money,  then  the  total 
amount  entered  in  the  Bank  Deposit  Column  CJ-1 
would  be  equal  to  the  Principal's  Capital  Account  or 
the  total  of  the  Principals'  Capital  Accounts.  In 
the  case  where  the  Principal  or  Principals  have  con- 
tributed Furniture  or  Equipment  in  addition  to 
money,  the  total  of  the  amount  entered  as  a  bank 
deposit  and  the  amount  entered  in  the  Non-Expense 
Debit  column  would  equal  the  Principal's  or  the 
total  of  the  Principals'  Capital  Accounts. 

Purchases  of  furniture,  equipment,  or  other  fixed 
assets  which   are   paid   for   from  the  funds  of  the 


firm  after  the  start  of  the  business  are  not  con- 
sidered contributions  from  the  Principals  but  are 
ordinary  capital  expenditures  of  the  business  and 
are  handled  as  such.  See  Chapter  Thirteen,  "Keep- 
ing the  Cash  Journal",  for  the  method  of  handling 
such  transactions. 

In  the  second  situation,  where  the  system  is  set- 
up in  an  existing  office,  there  are  several  preliminary 
steps  which  must  be  performed  before  any  attempt 
is  made  to  open  the  Cash  Journal.  To  introduce  into 
the  Cash  Journal  the  items  of  capital  investment 
or  capital  contributions,  it  is  necessary  to  determine 
the  value  of  the  various  assets  of  the  firm.  The  first 
of  these  are  the  fixed  assets.  These  items  should 
be  reflected  at  original  cost  with  accumulated  de- 
preciation. Chapter  Eighteen  is  devoted  to  a  discus- 
sion of  Fixed  Assets  and  the  Fixed  Assets  Record. 
This  chapter  should  be  studied  to  determine  those 
items  to  be  entered  as  fixed  assets. 

The  furniture  and  fixtures  of  the  firm  first  should 
be  listed  on  the  Fixed  Assets  Record,  A. LA.  Ac- 
counting Form  403.  The  original  cost  should  be 
listed  and  the  accumulated  depreciation  deter- 
mined. Leasehold  improvements  likewise  must  be 
listed.  The  original  cost  of  these  is  listed  and  the 
depreciation  to  date  calculated  upon  the  length  of 
the  lease.  These  figures  are  entered  in  the  Fixed 
Asset  Record.  Lists  of  other  assets  must  be  entered 
at  their  book  value.  The  same  will  apply  to  the 
proprietorship  accounts  or  the  investments  of  the 
individual  partners  in  the  business.  This  is  discussed 
in  some  detail  under  the  description  of  this  account, 
Part  Six,  Chapter  Twenty-Nine,  and  also  in  Chapter 
Sixteen  under  the  description  of  the  Balance  Sheet. 

An  illustration  of  the  entries  most  likely  to  be 
necessary  for  the  opening  of  the  Cash  Journal  when 
this  accounting  system  is  set-up  in  an  existing  office 
is  presented  here  to  set  forth  more  clearly  the  steps 
involved.  These  are  the  same  type  of  entries  that  will 
be  carried  forward  at  the  beginning  of  the  next 
year,  when  in  effect  the  Cash  Journal  is  reopened. 
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A.  B.  Slide  and  C.  D.  Rule  have  been  in  practice 
as  a  firm  since  July  1,  1954.  On  January  1,  1955, 
they  adopted  Standardized  Accounting  for  Archi- 


tects. Their  Assets,  Liabilities  and  Net  Worth,  or 
Principals'  Capital,  at  the  close  of  business  Decem- 
ber 31,  1954,  were  as  follows: 


ASSETS   (DEBITS) 

Cash,  First  National  Bank $  9,850.42 

Furniture  and   Equipment $1,230.00 

Less  Reserve  for  Depreciation 61.50  1,168.50 

Improvements  to  Leaseholds 600.00 

Less  Reserve  for  Amortization ....  60.00  540.00 

Total  Assets   (Debits) $11,558.92 
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LIABILITIES      (CREDITS) 

Employees' O.A.B.  Deductions $        21.50 

Employees'  Withholding  Taxes 32.50 

Total  Liabilities  (Credits) $         54.00 

NET  WORTH    (PRINCIPALS'  CAPITAL) 

A.  B.  Slide $  5,752.46 

C.  D.  Rule 5,752.46 

Total  Net  Worth $1 1,504.92 

Total  Liabilities  and  Net  Worth  (or  Credits) $1 1,558.92 
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Entries  must  be  made  in  the  Cash  Journal  to  re- 
flect the  foregoing  amounts  and,  since  there  are 
equal  debit  and  credit  entries  to  be  made,  the  Cash 
Journal  should  be  in  balance. 

The  method  of  reflecting  these  entries  in  the 
Cash  Journal  is  illustrated  on  the  filled-in  forms 
below.  An  explanation  of  each  entry  follows  and  is 
keyed  to  the  entry  on  the  filled-in  form. 

( 1 )  Cash  on  deposit  in  First  National  Bank  in 
the  amount  of  $9,850.42  is  entered  (debited)  in 
Column  T,  Account  No.  100,  and  for  convenience  in 
Column  3.  Column  3  is  a  memo  column  showing 
the  current  balance  in  the  bank.  It  is  recommended 
that  Columns  1  and  2  be  totaled  each  day  and  the 
difference,  representing  the  bank  balance,  be  writ- 
ten  in  Column  3. 

(2)  Furniture  and  Equipment  in  the  amount  of 
$1,230.00  is  entered  (debited)  in  Column  4,  Non- 
Expense  Debits,  and  Account  No.  112,  Furniture 
and  Equipment,  is  written  in  the  "Item"  Column. 

(3)  Reserve  for  Depreciation,  Furniture  and 
Equipment  in  the  amount  of  $61.50  is  entered 
(credited)    in  Column  5,  Non-Expense  Credits,  and 

Account  No.  113,  Reserve  for  Depreciation-Furni- 
ture and  Equipment,  written  in  the  "Item"  Column. 

(4)  Improvements  to  Leasehold  in  the  amount 
of  $600.00  is  entered  (debited)  th  Column  4,  Non- 
Expense  Debits,  and  Account  No.  119,  Improve- 
ments to  Leasehold,  written  in  the  "Item"  Column. 

(5)  Reserve  for  Amortization,  Improvements  to 
Leasehold,  in  the  amount  of  $60.00  is  entered 
(credited)    in  Column  5,  Non-Expense  Credits,  and 

Account  No.  120  Reserve  for  Amortization,  Im- 
provement to  Leasehold  written  in  the  "Item" 
Column. 

At  this  point,  it  is  worthy  to  point  out  that  the 
cost  of  the  Furniture  and  Fixtures  and  the  cost  of 


Improvements  to  Leasehold  are  entered  as  (debits) 
in  Column  4,  Non-Expense  Debits,  and  the  reduc- 
tions in  value  due  to  depreciation  and/or  amortiza- 
tion are  entered  as  (credits)  in  Column  5,  Non- 
Expense  Credits.  In  this  manner  the  cost  figures 
are  maintained  intact.  The  difference  between  the 
cost  and  the  accumulated  depreciation  and/or  the 
accumulated  amortization  represents  book  value  of 
the  respective  fixed  asset. 

Fixed  Assets  are  recorded  in  detail  in  the  "Fixed 
Assets  Record"  explained  in  Chapter  Eighteen. 

(6)  Employees'  O.A.B.  Deductions  in  the 
amount  of  $21.50  are  entered  (credited)  in  total 
in  Column  32,  Account  No.  201.  This  represents  a 
liability  to  the  Federal  Government  for  deductions 
made  from  salaries  of  employees. 

(7)  Employees'  Withholding  Taxes  in  the 
amount  of  $32.50  are  entered  (credited)  in  total 
in  Column  33,  Account  No.  202.  This  also  repre- 
sents a  liability  to  the  Federal  Government  for  de- 
ductions made  from  salaries  of  employees. 

(8)  The  Net  Worth  (or  Principal,  Capital  Ac- 
count) of  A.  B.  Slide  in  the  amount  of  $5,752.46 
and  C.  D.  Rule  in  the  amount  of  $5,752.46,  repre- 
senting the  difference  between  the  Assets  and  the 
Liabilities,  are  entered  (credited)  in  Column  9  and 
1  1,  respectively.  These  are  the  Capital  Accounts  of 
the  two  principals. 

The  Cash  Journal  is  now  open  and  ready  for  the 
recording  of  financial  transactions  of  the  hypotheti- 
cal firm. 

Again  it  is  stated  that  when  the  General  Ledger 
is  used  with  the  System  it  is  not  necessary  to  use 
the  procedure  outlined  in  this  Chapter  for  Opening 
the  Cash  Journal.  The  Journal  will  be  a  more  con- 
venient form  on  which  to  record  the  opening  entries 
for  the  transfer  to  the  General  Ledger.  See  Chapter 
30  for  further  discussion  of  this  procedure. 
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PART  THREE  — CHAPTER  THIRTEEN 

KEEPING  THE  CASH  JOURNAL 


The  Cash  Journal  is  a  book  of  original  entry  into 
which  the  financial  transactions  of  a  business  are 
entered  in  the  order  in  which  they  occur.  Columns 
are  provided  so  distribution  can  be  made  to  the 
accounts  affected. 

The  Basic  System  includes  the  keeping  of  Job 
Cost  Records  and  therefore  all  columns  of  the  Cash 
Journal,  including  Columns  39  through  45,  "Direct 
Expense"  columns,  are  used. 

As  checks  are  drawn  for  Items  of  Expense  it  is 
necessary  that  a  close,  careful  watch  be  made  for 
two  types  of  expense  other  than  the  Indirect  Ex- 
pense which  is  distributed  to  the  Indirect  Expense 
Accounts  (Columns  14  through  31  of  the  Cash 
Journal)  .  The  first  of  these  is,  of  course,  Items  of 
Direct  Expense  which  can  be  charged  directly  to 
jobs.  The  second  is  Items  of  Reimbursable  Expense 
which  have  been  expended  by  the  firm  for  a  client 
or  other  party  and  for  which  reimbursement  may  be 
expected. 

Each  Invoice  received  must  be  inspected  and  the 
items  thereon  distributed  to  the  proper  accounts. 
A  form  known  as  a  Voucher  is  sometimes  used  for 
this  purpose,  but  this  is  not  essential.  As  each  in- 
voice is  received  the  distribution  can  be  noted 
directly  on  each  by  a  principal  of  the  firm  or  a 
responsible  employee. 

At  the  time  the  invoices  are  paid  all  items  per- 
taining to  one  account,  job  or  client  purchased  from 
a  single  supplier  can  be  accumulated  from  the  dis- 
tribution made  on  the  invoices.  A  sheet  of  plain 
paper  can  be  used  for  this  purpose.  After  the  ac- 
counts have  been  noted  on  the  invoices  it  is  an  easy 
task  to  go  thru  those  from  each  supplier  and  list 
those  pertaining  to  each  account,  job  or  client,  and 
the  amounts  totaled  for  each. 

When  this  process  is  completed  the  invoices 
should  be  stapled  to  the  sheet  of  paper.  The  proce- 
dure is  repeated  for  the  invoices  of  each  supplier. 
The  distribution  can  then  be  made  from  the  totals 
for  each  account,  job  or  client  appearing  on  the  dis- 
tribution sheets  of  each  supplier. 

It  is  pointed  out  that  the  entries  in  the  Job  Cost 


Records  for  each  of  the  jobs  will  be  made  direct 
from  this  distribution  sheet  as  will  those  for  Capital 
Purchases  which  must  be  entered  in  the  Fixed  As- 
sets Records.  If  there  are  reimbursable  items  includ- 
ed these  should  be  distributed  to  a  column  set  up 
in  the  Cash  Journal  and  to  the  Job  Cost  Record  for 
each  job. 

To  explain  the  procedure  of  keeping  books  with 
the  Basic  System,  typical  financial  transactions  are 
entered  in  the  Cash  Journal  for  the  months  of 
January  and   February  and  are  presented  here. 

On  January  5,  1955,  cash  was  disbursed  by 
check  No.  101  to  The  Realty  Company  for  Rent. 
To  record  this  transaction  the  date  of  the  check, 
name  of  payee  and  check  number  are  written  in  the 
Date,  Description  and  Reference  or  Check  Number 
columns,  respectively.  The  amount  of  the  check, 
$150.00,  is  entered  (credited)  in  Column  2,  Ac- 
count No.  100,  First  National  Bank,  and  in 
Column  14  (debited)  to  Account  No.  501,  Rent. 
Rent  is  an  "Indirect  Expense"  except  in  unusual 
cases  where  space  may  be  rented  in  connection  with 
a  particular  job,  under  which  circumstances  the 
rent  paid  for  the  space  would  be  a  Direct  Expense 
and  would  be  entered  (debited)  in  Column  44. 
with  Account  No.  601  entered  in  the  "Item"  col- 
umn preceeding  Column  44  to  identify  the  expense. 
The  entry  (Credit)  in  Column  2  is  the  same  as  in- 
dicated since  the  disbursement  represents  a  re- 
duction of  the  asset  "Cash"  regardless  of  whether 
it  is  a  "Direct"  or  an  "Indirect"  expense.  See  Chap- 
ter Twenty-five  for  entry  of  Direct  Expense  to  the 
Individual   Job  Cost  Records. 

The  disbursements  of  $25.20  to  Stationery  Sup- 
ply Company  and  $1  4.25  to  The  Standard  Oil  Com- 
pany are  entered  in  the  Cash  Journal  in  the  same 
manner  as  was  the  item  of  $1  50.00  for  Rent,  except 
that  the  distributions  are  made  to  the  expense 
columns  affected. 

On  January  5th  the  telephone  bill  of  $50.74  was 
paid  by  check  No.  104.  $50.74  is  entered  (cred- 
ited) in  Column  2,  Account  No.  100,  First  Na- 
tional Bank,  as  are  all  disbursements.  This  bill 
included  long  distance  calls  in  the  amount  of 
$27.42  directly  chargeable  to  Job  No.   55-03  and 
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reimbursable    by   the    owner.    The    distribution    is, 
therefore,  made  as  follows: 

$23.32,  the  Indirect  Expense  portion  of  the  pay- 
ment, is  entered  (debited)  in  Column  22,  Account 
No.  510,  Telephone  and  Telegraph. 

$27.42,  the  Direct  Expense  portion  of  the  bill 
is  entered  (debited)  in  Column  45,  Direct  Ex- 
penses—  Reimbursable  Items.  Account  No.  710, 
Telephone  and  Telegraph,  is  written  in  the  "Item" 
column  to  identify  the  charge.  $27.42  is  also 
entered  in  the  Job  Cost  Record,  Job  No.  55-03,  at 
the  time  the  bill  is  paid.  See  Chapter  Twenty-five. 

Check  No.  105  in  the  amount  of  $12.20  is  in 
payment  of  the  monthly  utility  bill.  $12.20  has 
been  entered  (credited)  in  Column  2  to  Account 
No.    100,    First   National    Bank,   and    (debited)     in 


Column  29,  Miscellaneous  Expense,  as  a  debit. 
Account  No.  508,  Utilities,  has  been  written  in  the 
"Item"  Column  28.  Utilities  are  sometimes  record- 
ed under  Rent  as  part  of  the  cost  of  maintaining 
rented  space,  but  should  be  separated. 

The  Miscellaneous  Expense,  Column  29  is  pro- 
vided to  enter  transactions  that  normally  recur 
infrequently.  These  are  expense  items  under  the 
500  group  of  accounts.  It  would  prove  cumbersome 
and  impractical  to  maintain  columns  for  every 
possible  type  of  entry.  AIA  Accounting  Form  106  is 
available  to  supply  columns  for  additional  accounts 
as  desired. 

The  disbursement  of  $75.00  by  check  No.  106 
to  Scale  Models,  Inc.,  on  January  5  is  entered 
(credited)  in  Column  2,  Account  No.  100,  First 
National     Bank.     Since    this    disbursement    repre- 
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sents  a  Direct  Expense  changeable  to  Job  No.  55-01 
the  balancing  entry  (debit)  is  made  in  Column  42, 
Acount  No.  603,  Direct  Expense,  Special  Pay- 
ments, $75.00  is  also  entered  in  the  Job  Cost 
Record,  Job  No.  55-01  under  Special  Payments.  See 
Chapter  Twenty-five. 

Check  No.  107  in  the  amount  of  $15.00  estab- 
lishes a  Petty  Cash  Fund.  $15.00  is  entered  (cred- 
ited) in  Column  2,  Account  No.  100,  First  National 
Bank,  and  (debited)  m  Column  4  to  Petty  Cash. 
Account  No.  105,  Petty  Cash,  is  written  in  the 
"Item"  Column.  As  the  fund  is  depleted,  a  check 
will  be  drawn  to  bring  it  back  to  the  original 
amount.  See  Check  No.  140  for  handling  the  reim- 
bursement and  see  Chapter  Three  for  a  discussion 
of  the  Petty  Cash  Fund. 

Individual  checks  are  drawn  for  the  weekly  sal- 


aries, but  these  are  not  usually  entered  separately 
in  the  Cash  Journal.  The  details  of  the  payroll, 
including  check  numbers,  are  entered  in  the  Pay- 
roll Journal.  This  procedure  is  explained  in  Chapter 
Twenty-three  and  Chapter  Twenty-four.  The  entire 
payroll,  including  salary  withdrawals  of  the  prin- 
cipals, and  salaries  of  employees,  is  first  entered 
in  the  Payroll  Journal.  This  procedure  is  essential 
in  order  to  distribute  to  individual  jobs  the  "Direct" 
personal  services  chargeable  to  jobs.  Then  the  totals 
of  the  payroll  as  a  whole  are  entered  in  the  Cash 
Journal  as  one  entry.  This  saves  space  in  the  Cash 
Journal  and  simplifies  the  handling  of  the  Payroll. 

The  weekly  salary  withdrawals  of  principals  for 
the  week  ended  January  7th  total  $180.00.  The 
employees'  payroll  for  the  same  period  totals 
$260.00.   Deductions  for  O.A.B.    (Social  Security) 
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contributions  of  $2.60  and  withholding  taxes  of 
$31.70  result  in  a  Net  Cash  disbursement  of 
$405.70  including  salaries  of  principals.  The  net 
disbursement  of  $405.70  appears  in  Column  12  of 
the  Payroll  Journal.  See  Chapter  Twenty-four. 

Since  the  $2.60  and  $31.70  mentioned  in  the 
preceeding  paragraph  represent  deductions  from 
salaries  of  employees,  due  the  U.  S.  Government, 
these  amounts  must  also  be  accounted  for. 

See  line  10  in  the  Cash  Journal  for  the  entries 
described  below: 

(1)  $405.70  representing  the  actual  disburse- 
ment of  cash,  which  appears  in  Column  12  of 
the    Payroll    Journal,    Chapter    Twenty-four,    is 


entered  (credited)  in  Column  2  of  the  Cash 
Journal,  Account  No.  100,  First  National  Bank, 
as  are  all  Cash  disbursements. 

(2)  The  $2.60  and  $31.70  which  appears  in 
Column  5  and  6  of  the  Payroll  Journal  are 
entered  (credited)  in  Columns  32  and  33  of 
the  Cash  Journal,  Accounts  Nos.  201  and  202, 
Employees  Deductions,  Social  Security  Taxes,  and 
Federal  Income  Taxes  withheld,  respectively. 

(3)  Salaries  of  principals  in  the  amount  of 
$25.00,  representing  Indirect  Expense,  which 
appears  in  Column  13  of  the  Payroll  Journal  is 
entered  (debited)  in  Column  30,  of  the  Cash 
Journal,   Account   No.    500,   Salaries,    Principals. 
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(4)  Salaries  of  employees  in  the  amount  of 
40.00,  representing  Indirect  Expense,  which  ap- 
pears in  Column  14  of  the  Payroll  Journal  is  en- 
tered (debited)  in  Column  31  of  the  Cash  Jour- 
nal, Account  No.  511,  Salaries,  Employees. 

(5)  Salaries  of  Principals  in  the  amount  of 
$155.00,  representing  Direct  Expense  charge- 
able to  jobs,  which  appears  in  Column  15  of  the 
Payroll  Journal  is  entered  (debited)  in  Column 
39  of  the  Cash  Journal,  Account  No.  600,  Di- 
rect Expense,  Salaries  Principals. 

(6)  Salaries  of  Employees  in  the  amount  of 
$220.00,    representing    Direct    Expense    charge- 


able to  jobs,  which  appears  in  Column  16  of  the 
Payroll  Journal  is  entered  (debited)  to  Column 
40  of  the  Cash  Journal,  Account  No.  61  1,  Direct 
Expense,  Salaries  Employees. 

The  information  for  the  entries  in  Columns  13, 
1  4,  1  5  and  1  6  of  the  Payroll  Journal,  as  well  as  the 
detailed  redistribution  of  the  amounts  entered  in 
Columns  15  and  16  to  the  individual  job  columns 
in  the  Payroll  Journal  is  obtained  from  Time  Rec- 
ords. See  Chapter  Twenty-one. 

The  result  of  the  foregoing  entries  in  the  Cash 
Journal     maintains    this    Journal     in     balance    and 
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properly   reflects  the  transactions  as   indicated  by 
the  following  summary: 

EXPENSES 
Indirect  Debit  Credit 

Salaries,  Principals  $  25.00 

Salaries,  Employees  40.00 


Direct: 

Salaries,   Principals 
Salaries,  Employees 

LIABILITIES 

Social  Security  Taxes, 
Deductions 

Income  Taxes,  Withheld 

ASSETS 

Reduced  by  credit: 

Cash,  First  National  Bank 


155.00 
220.00 


$  2.60 
31.70 


405.70 


$440.00  $440.00 


An  individual  payroll  record  should  be  maintained 
for  each  principal  and  each  employee.  This  is  done 
with  A. I. A.  Accounting  Form  402,  the  Employee 
Payroll  Record.  The  use  of  this  form  is  explained 
in  Chapter  Twenty-two.  This  record  provides  vari- 
ous personnel  data  and  statistics,  and  is  designed 
for  accumulating  quarterly  totals  so  the  preparation 
of  quarterly  reports  to  Federal  and  State  Govern- 
ments will  be  a  simple  procedure. 

Check  No.  114  in  the  amount  of  $200.00,  pay- 
able to  the  Table  Co.,  drawn  on  January  10,  is  in 
payment  for  two  drafting  tables.  $200.00  is  entered 
(credited)  in  Column  2  and  (debited)  in  Column 
4,  Non-Expense  Items.  Account  No.  1  12,  Furniture 
and  Equipment,   is  written  in  the  "Item"  column. 

The  two  tables  are  listed,  for  permanent  record, 
in  the  Fixed  Asset  Record  under  Furniture  and 
Equipment.  See  Chapter  Eighteen  for  a  full  descrip- 
tion of  this  procedure. 

On  January  10,  the  firm  received  a  check  in  the 
amount  of  $3600.00  from  X.  Y.  Development  Co., 
in  part  payment  of  the  fee  for  professional  services. 
This  is  entered  (debited)  in  Column  1,  Account 
No.  100,  First  National  Bank,  and  represents  an 
increase    in   the   asset   Cash.    This   amount    is   also 


entered   (credited)    in  Column  6,  Account  No.  400, 
Fees,  and  represents  an  increase  in  Net  Worth. 

On  January  1  2  Check  No.  1  1  5  was  drawn  to  the 
Country  Club  in  payment  of  business  entertainment 
expenses  totaling  $28.45.  This  amount  is  entered 
(credited)  in  Column  2,  Account  No.  100,  First 
National  Bank.  Since  $15.00  represents  Direct  Ex- 
pense chargeable  to  job  No.  55-04,  this  amount  is 
entered  (debited)  in  Column  44,  and  Account  No. 
606,  "Travel  and  Entertainment"  written  in  the 
"Item"  column  to  identify  the  nature  of  the  ex- 
pense. $15.00  is  also  entered  in  the  Job  Cost  Rec- 
ord, Job  No.  55-04.  See  Chapter  Twenty-five. 

The  remaining  $13.45  representing  Indirect  Ex- 
pense is  entered  (debited)  in  Column  19,  Account 
No.  506,  Travel  and  Entertainment. 

Engineering  Fees  in  the  amount  of  $1000.00 
were  paid  January  12  by  check  No.  1  16.  $1000.00 
is  entered  (credited)  in  Column  2,  Account  No. 
100,  First  National  Bank.  The  fee  paid  represents 
Direct  Expense  chargeable  to  job  No.  55-01  in  the 
amount  of  $600.00  and  job  No.  55-02  in  the 
amount  of  $400.00,  therefor  $1000.00  is  entered 
(debited)  in  Column  41,  Account  No.  602,  Direct 
Expense,  Professional  Fees.  The  $600.00  and 
$400.00  are  charged  to  Jobs  Nos.  55-01  and  55-02, 
respectively.   See  Chapter  Twenty-five. 

On  January  1  5  each  of  the  principals  made  a 
quarterly  payment  to  the  Collector  of  Internal 
Revenue  with  checks  drawn  on  the  firm  on  account 
of  their  estimated  Income  Tax.  These  payments 
represent  personal  withdrawals  by  the  principals, 
in  addition  to  salary  payments,  and,  therefore, 
are  entered  (credited)  in  Column  2  and  (debited) 
in  Columns  8  and  10,  Account  Nos.  300.1  and 
300.2,  A.  B.  Slide,  Capital,  and  C.  D.  Rule,  Capital, 
respectively. 

The  Employer's  contribution  to  the  State  Unem- 
ployment Compensation  Fund  for  the  fourth  quar- 
ter of  1954,  the  previous  year,  was  paid  by  check 
No.  125  in  the  amount  of  $10.75.  This  is  entered 
(credited)  on  line  18  in  Column  2,  Account  No. 
100,  and  in  (debited)  Column  27,  Account  No. 
512,  Taxes.  Since  an  analysis  of  Taxes  paid  is  nec- 
essary in  the  preparation  of  Income  Tax  Returns,  a 
space  is  provided  to  designate  the  nature  of  taxes 
paid.  Therefore,  in  the  "Item"  space,  which  is  pro- 
vided, there  is  written  "Payroll"  since  this  item 
represents  Payroll  Taxes. 


STANDARDIZED  ACCOUNTING  FOR  ARCHITECTS 


Part  3 -Chapter   1  3  --  Page  7 


Check  No.  126  in  the  amount  of  $75.50,  payable 
to  Collector  of  Internal  Revenue,  was  also  drawn 
on    January    15.    This    was    in    payment    of    O.A.B. 

(Social  Security)  deductions  from  Employees'  Sal- 
aries and  Federal  Income  Taxes  withheld  for  the 
fourth  quarter  of  1954,  the  previous  year,  as  well  as 
the  employer's  O.A.B.  (Social  Security)  contribu- 
tion for  the  same  period.  To  record  this  transaction, 
$75.50  is  entered  (credited)  in  Column  2,  $21.50 
is  entered  bracketed    (     )     (debited)    in  Column  32 

(see  Chapter  Three  for  use  of  Brackets  around  fig- 
ures) to  Account  No.  201 ,  O.A.B.  Taxes,  Employee's 
Payroll  Deductions,  and  $32.50  is  entered  bracketed 

(  )  (debited)  in  Column  33,  to  Account  No.  202, 
Federal  Income  Taxes  Withheld.  (The  result  of 
these  two  entries  is  to  cancel  the  liabilities  entered 
in  Columns  32  and  33  on  January  1  when  these 
books  were  opened.)  $21.50  representing  tax  ex- 
pense to  the  firm  has  been  entered  debited)  in  Col- 
umn 27,  Account  No.  521,  and  indicated  as  "Pay- 
roll" Taxes.  The  result  of  these  entries  may  be 
stated  as  follows: 


Liabilities   (decreased)  : 

Social  Security  Taxes, 
Employees 


Debit     Credit 


$21.50 
Federal   Income  Taxes  Withheld  32.50 

Expense  (decrease  of  Net  Worth)  : 

Payroll  Taxes  21.50 

Asset  (cash  decreased)  : 
First  National  Bank 


$75.50 


$75.50     $75.50 


On  January  20  the  firm  purchased  the  building 
in  which  their  offices  are  located  for  $22,500.00, 
representing  land  value  of  $2500.00  and  building 
value  of  $20,000.00.  $5000.00  was  paid  by  check 
No.  127  and  a  mortgage  of  $17,500.00  given  for 
the  balance.  To  record  this  transaction,  $5000.00 
is  entered  (credited)  in  Column  2.  $20,000.00  is 
entered  (debited)  in  Column  4,  Non-Expense 
Items  and  Account  No.  116,  Building,  is  written 
in  the  "Item"  column.  $2,500.00  is  also  entered 
(debited)  in  Column  4  and  Account  No.  119, 
Land,  written  in  the  "Item"  column.  The  mortgage 
of  $17,500.00  is  entered  (credited)  in  Column  5, 
Non-Expense   Items,  and  Account  No.  205,  Mort- 


gage Payable,  written   in  the  "Item"  column.  The 
result  of  this  transaction  is  as  follows: 

Asset   (decreased)  :  Debit  Credit 

Cash  — 

First  National  Bank  $   5,000.00 

Assets    ( increased)  : 

Building  $20,000.00 

Land  2,50000 

Liabilities   (increased): 

Mortgage  Payable  17,500.00 


$22,500.00     $22,500.00 

On  January  24  the  firm  received  $6,000.00  from 
Department  Stores,  Inc.,  in  part  payment  of  fees  for 
services.  This  transaction  is  entered  in  the  Cash 
Journal  in  the  same  manner  as  the  $3600  00  re- 
ceived from  X.  Y.  Development  Co.,  on  January  10. 

A  petty  cash  fund  was  established  to  take  care  of 
disbursements  for  incidentals  by  drawing  check  No. 

107  to  A.  B.  Slide  (for  Petty  Cash)  for  an  agreed 
amount,    $15.00,    in    this    instance,    and    entering 

(crediting)  it  in  Column  2  and  (debiting)  Column 
4,  Account  No.  105,  Petty  Cash.  As  the  Petty  Cash 
fund  becomes  low,  it  is  reimbursed  by  check  in  the 
exact  amount  of  the  cash  disbursements  made  to 
date,  thus  maintaining  the  fund  at  the  same  amount 
for  which  it  was  established.  In  reimbursing  Petty 
Cash  the  proper  accounts  should  be  charged  for 
the  disbursements  made.  A  typical  reimbursement 
is  recorded  on  line  26  of  page  1  of  the  Cash  Jour- 
nal. $9.75  is  entered  (credited)  in  Column  2, 
Account  No.  100,  "First  National  Bank."  The  dis- 
bursements made  from  Petty  Cash  were  for  postage, 
$3.00  of  which  is  Indirect  Expense  and  $6.75 
Direct  Expense  chargeable  to  Job  Costs.  $3.00  is, 
therefore,  entered  (debited)  in  Column  18,  Ac- 
count 505,  Postage  and  Transportation,  and  $6.75 
is  entered  (debited)  in  Column  44,  Direct  Expense, 
Miscellaneous.  Account  No.  605,  Postage  and 
Transportation,  is  written  in  the  Item  Column  to 
identify  the  expense.  $6.75  is  also  entered  in  the 
Job  Cost  record.  See  Chapter  Twenty-five. 

On  January  30,  A.  B.  Slide  and  C.  D.  Rule  with- 
drew $250.00  and  $200.00,  respectively,  by  checks 
Nos.  142  and  143.  These  amounts  are  entered 
(credited)  in  Column  2,  First  National  Bank,  and 
$250.00  is  entered  (debited)  in  Column  8,  A.  B. 
Slide,  Capital.  $200.00  is  entered  debited)  in  Col- 
umn 10,  C.  D.  Rule,  Capital. 
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The  purchase  of  the  building  on  January  20 
necessitates  a  change  in  the  handling  of  improve- 
ments made  to  the  offices  while  the  space  was 
under  lease.  The  unamortized  cost  of  these  im- 
provements, $540.00,  $60.00  having  been  charged 
to  expense  in  the  previous  year,  is  added  to  the  cost 
of  the  building. 

On  January  30,  $600.00  is  entered  (credited)  in 
Column  5,  Non-Expense  credits  and  Account  No. 
119,  Improvements  to  Leasehold,  written  in  the 
"Item"  column.  This  entry  cancels  the  original  cost 
of  these  improvements  included  in  the  opening 
entries  January  1 . 

$540.00  is  entered  (debited)  in  Column  4, 
Non-Expense,  Debits,  and  Account  No.  1  16,  Build- 
ings, written  in  the  "Item"  column. 

$60.00  is  entered  (debited)  in  Column  4,  Non- 
Expense    Debits,    and    Account    No.    1 20,    Rese 


for  Amortization,  Improvements  to  Leasehold,  is 
written  in  the  "Item"  column.  This  entry  cancels 
the  $60.00  (credit)  balance  in  Account  No.  120 
included  in  the  opening  entries  January  1  when 
the  books  were  opened. 

The  result  of  these  entries  is  as  follows: 


Assets   (increased)  : 
Building 

Assets   (decreased)  : 

Improvements  to  Leasehold 

Reserve   (decreased)  : 

Reserve  for  Amortization 
Improvements  to  Leasehold 


Debit  Credit 

$540.00 

$600.00 


60.00 


rve 


$600.00     $600.00 
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105 
106 
107 


112 
III 

114 
US 
116 
117 
111 
119 
130 


200 
201 
202 
203 
204 
203 
206 


300.1 
300.3 
300.3 


400 

401 
402 


NAME  OF  ACCOUNT                               STATEMENT 

DEBIT 

CREDIT 

cash  hirst    National                                  bank 

19 

4504k 

9\6I3  74 

1 

PETTY  CASH 

NOTES  RECEIVABLE 

Nan  -  Expense    Items       Col .   4  35 

25  !45oo 

IB  221  56 

1 

|       ! 

i 

I 

NOTES  PAYABLE 

O.A.B.  (SOCIAL  SECURITY)  TAXES,  EMPLOYEES'  DEDUCTIONS 

10  4C 

I266C 

STATE  UNEMPLOYMENT  TAXES,  EMPLOYEES'  DEDUCTS 

STATE  INCOME  TAXES  WITHHELD 

MORTGAGE   PAYABLE 

64G4Q 

5  752  46 

5-6  80 

5  752  46 

\ 

i     i 

' 

9  60000 

|         ' 

1 
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Entries  must  also  be  made  in  the  Fixed  Asset 
Record  to  reflect  these  changes.  See  Chapter 
Eighteen. 

Typical  entries  are  explained  in  this  chapter  in 
order  to  illustrate  the  use  of  the  "Direct  Expense" 
colums  39  through  45  in  conjunction  with  the 
keeping  of  the  important  "Job  Cost  Records"  ex- 
plained in  Chapter  Twenty-five. 

Columns  in  the  Cash  Journal  are  now  ruled  and 
totaled  for  the  month.  A  listing  or  Trial  Balance  of 
the  debits  and  credits  is  made.  This  monthly  listing 
may  be  made  by  adding  machine,  on  work  paper, 
or  on  A. I. A.   Accounting   Form   501.   See  Chapter 


Fifteen).  Its  purpose  is  to  determine  that  the 
debits  and  credits  are  equal;  thus  proving  the 
mathematical  accuracy  of  the  transactions  entered 
for  the  month.  The  Trial  Balance  Form  should  al- 
ways be  used  at  the  end  of  the  year,  and  during  the 
year  if  a  Balance  Sheet  and  Statement  of  Profit  and 
Loss  is  to  be  prepared. 

The  Trial  Balance  for  January  is  reproduced 
at  the  bottom  of  pages !8  and  9.  It  will  be  noted  that 
columns  4,  5,  and  29  have  not  been  analyzed  since 
the  listing  is  made  to  prove  the  mathematical  ac- 
curacy of  entries,  only,  for  the  month  of  January.  If 
a  Balance  Sheet  and  Statement  of  Profit  and  Loss 
is  to  be  prepared  full  analyses  of  these  columns 
must  be  made. 
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ACCT  NO.                                 NAME  OF  ACCOUNT                               STATEMENT 

DEBIT 

CREDIT 

INDIRECT   EXPENSE 

110 

00 

150 

00 

T 

- 

13 

« 

14 

r»> 

25 

2C 

?T 

1? 

ISO 

00 

3? 

& 

MISCELLANEOUS  EXPENSE  (INDIRECT) 

Miscellaneous        Ooi  ?9 

IP 

?0 

DIRECT  EXPENSE 

4if, 

00 

/ 

000 

00 

7li 

oo 

l?0 

& 

991 

00 

REIMBURSABLE   EXPENSE 

■C*        Direct  Expense-  Reimbursable 

?7 

4? 

-& 

077 

16 

"35 

<W 

3S 

Ml 

o 


o 


o 


o 


o 


o 
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In  proceeding  with  entries  for  February  trans- 
actions only  the  bank  balance  is  carried  forward  to 
the  top  of  the  page.  Unless  a  number  of  lines  are 
left  at  the  close  of  a  month  it  is  recommended  that 
a  new  page  be  opened  at  the  beginning  of  each 
new  month.  This  will  leave  space  for  any  adjust- 
ments or  corrections  that  may  be  necessary  in  the 
entries  for  the  preceeding  month. 

Transactions  for  February  are  entered  in  the 
same  manner  as  were  those  of  January.  Care  must 
be  exercised  to  distinguish  between  "Indirect"  and 
"Direct"  expense  items. 

On  February  1  check  No.  145  was  drawn  to  the 
Realty  Co.,  in  the  amount  of  $287.50.  This  amount 
is  entered  in  Column  2,  and  since  $200.00  repre- 
sents a  payment  on  the  mortgage,  this  amount  is 
entered  (debited)  in  Column  4,  Non-Expense 
Items,    and    Account    205,    "Mortgage    Payable," 


written  in  the  "Item"  column.  This  payment  re- 
duces the  mortgage  by  $200.00.  The  interest  of 
$87.50  is  entered  (debited)  in  Column  29,  Account 
No.  525,  and  "Interest"  is  written  in  the  "Item" 
column. 

U.  R.  Able,  who  rents  office  space  in  the  build- 
ing, paid  the  monthly  rental  of  $75.00  on  February 
1.  This  amount  is  entered  (debited)  in  Column  1, 
Account  No.  100,  First  National  Bank,  and 
(credited)  in  Column  7,  Office  Income,  Miscel- 
laneous, Account  No.  402,  Rent  Income. 

On  February  10  Super  Markets  paid  the  firm 
$102.27  in  reimbursement  for  expenses.  This 
amount  is  entered  (debited)  in  Column  1.  $74.85 
represented  automoible  travel  on  a  mileage  basis, 
and  cannot  be  identified  with  a  definite  expense 

*See    Chapters    Eight    and    Nine    for    method    of    closing    and 

adjusting  the  Cash  Journal  when  the  Journal  is  not  a  part  of 
the  System. 
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1955 

NAME                                                        ITEM 

DEPOSITS 

DRAWN 

9 

836] 

68 

, 

Feb. 

I 

Typewriter  Repair  Sen/ice   Office  Exp 

144 

3 

85 

9 

832 

33 

, 

: 

1 

The  Reality  Co.                  m     B7.S0 

145 

287 

50 

9 

545 

33 

'O 

1 

1 

1 

U.  R.  Able                           Rent  Inc. 

75 

00 

9 

620 

33 

4 

Standard  Oil  Co                  Auto  Exp. 

146 

26 

S3 

9 

593 

48 

4 

i 

5 

Payroll              2-5-55 

ffi 

405 

70] 

9 

187 

78 

3 

, 

10 

Super  Markets                     Fee 

3 

750 

oo 

:o 

' 

10 

Super  Markets                    Reimb. 

102. 

27 

I304OO5 

1 

10 

Telephone   Co.                    Tel. 

153 

28\22\ 

13 

Oil 

83 

, 

9 

12 

Payroll                2-12-55 

M 

40570 

12 

606 

13 

, 

D 

12 

Table    Co.                          4  stools 

160 

72\oo 

12 

534 

13 

10 

1 

14 

Gas  a  Electric  Co.           Utilities 

161 

36^30 

12 

497 

53 

1, 

; 

14 

Duplicate    Inc                     Duplicates 

162 

85^60 

12 

411 

73 

13 

i 

19 

Payroll               2- 19-  55 

ffl 

40970 

12 

006 

03 

13 

, 

2$ 

Apartment  Homes  Inc.        Note  for  Fee 

7 

,. 

1 

29 

X.   Y.  Development  Co.         Fee 

4 

30C 

00 

M 

6 

29 

X.  Y  Development  Co.        Reimb. 

8 

73 

16 

314 

78 

, 

26 

Payroll                2-26-55 

169 

IT4 

405 

70 

15 

909 

08 

17 

1 

28 

The  Engineering  Co.         Prof.  Fee 

175 

2 

200 

00 

13 

709 

06 

11 

19 

28 

C  D.  Rule                          Trov.  8  Ent. 

176 

9/85 

13 

6/7 

S3 

If 

SO 

28 

A.  B.  Slide                       PCashRem. 

177 

1422 

13603 

01 

» 

II 

28 

Insurance  Corp.                   Bldg.&Cam 

178 

108 

28 

13 

422 

73 

11 

11 

28 

J.  K.  Adams                         'Ail.  *"" 

98 

00 

13 

520 

73\ 

31 

„ 

. 

11 

U 

Totals-  February   1955 

8 

334 

02> 

4 

649 

97 

IS 

33 

16 

Year  to  dote  brought  forward 

19 

450 

42* 

9 

673 

74 

16 

17 

28 

Totals  -  Year  to  Date    1955 

27 

784 

44 

14 

263 

71 

13 

520 

73 

n 

n 

*      Journal       Page 
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"O 

19 

19 

Journal       Page 

1 

30 

Journal       Page 

1 

10 

31 

Journal       Page 

132 

11 

13 

Journal       Page 

2 

"O 

31 

H 

14 

14 

13 

33 

M 

To    Carry  Forward 

Wj 

52C 

73 

36 

< 
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00 

1 
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75 
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i 

o 

3 

75Q 

oo 

401 

74 

V)  „ 

7 

1 

1 

112 

72 

00 

1 

1 

106 

1 

500 

00 
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fOO 

oo 

1 

o 
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300 

00 

I 
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i 

1 
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112 

100 

00 

to  tit  404 

4 

67, 

113 

6 

67 

1 

67 

2 

r> 

1 

778 

67 

101 

67 

9 

550 

00 

154 

52 

18 

221 

50 

9 

600 

oo 

25 

145 

00 

1 

26 

923 

67 

18 

323 

17 

19 

150 

00 

154 

52, 

o» 

113 

22 

77 

117 

51 

35 

3 

(19 

150 

00 

> 

I 

154 

S3 

o 

3 

3 

3. 

26 

923 

67 

18 

397 

29 

0 

0 

^ 
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paid.  This  amount  is,  therefore,  entered  (credited) 
in  Column  7,  Miscellaneous  Income  and  Account 
No  401,  "Expense  Reimbursements"  written  in  the 
"Item"  column.  The  balance  of  $27.42  is  in  pay- 
ment of  long-distance  telephone  charges  entered 
(debited)  in  Column  45  in  January  at  the  time  the 
telephone  bill  was  paid.  This  amount  is  now  entered 
(credited,  a  bracketed  (  )  figure,  in  Column  45, 
Account  710,  Direct  Expense,  Reimbursable  Items 
and,  in  effect,  cancels  the  entry  (debit)  made  in 
January.  An  entry  is  also  made  in  the  Job  Cost 
Records  to  Job  No.  55-03  at  the  time  the  receipt 
is  entered  in  the  Cash  Journal.  See  Chapter 
Twenty-five. 

Check  No.  160  in  the  amount  of  $72.00  was 
drawn  February  12  to  the  Table  Co.  in  payment 
for  four  drafting  stools.   $72.00  is  entered    (cred- 


ited) in  Column  2  and  (debited)  in  Column  4, 
Non-Expense  Items,  Account  No.  112,  Furniture 
and  Equipment.  These  stools  are  also  entered  in  the 
Fixed  Asset  Record.  See  Chapter  Eighteen. 

Apartment  Homes,  Inc.,  gave  the  firm  a  note  on 
February  25  in  the  amount  of  $1,500.00  in  pay- 
ment of  the  fee  due.  $1,500.00  is  entered  (debit- 
ed) in  Column  4,  Non-Expense  Debits,  and  Ac. 
count  No.  106,  "Notes  Receivable,"  is  written  in 
the  "Item"  column.  The  same  amount  is  entered 
(credited)  in  Column  6,  Account  No.  400,  Fees. 
The  note  should  also  be  recorded  in  the  Note  and 
Investment  Record.   See  Chapter  Nineteen. 

X.  Y.  Development  Company  reimbursed  the 
firm  in  the  amount  of  $8.75  on  February  25  for 
long-distance  telephone  charges.  This  item  had  not 
been  charged  as  a  "Direct"  Reimbursable  Expense 
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at  the  time  the  telephone  bill  was  paid  but  was 
entered  in  Column  22  as  an  "Indirect"  expense. 
The  $8.75  is  now  entered  (debited)  in  Column  1, 
Account  No.  100,  First  National  Bank,  and  in 
Column  22  (credit)  bracketed  (  )  figure,  to  Ac- 
count No.  510,  Telephone  and  Telegraph. 

On  February  28  the  firm  sold  a  drafting  table  to 
J.  K.  Adams  for  $98.00.  This  table  originally  cost 
$100.00  on  July  1,  1954,  the  previous  year.  De- 
preciation (at  the  rate  of  10%  per  year)  to  the 
close  of  the  preceding  year  totaled  $5.00  and  for 
January  and  February  of  the  current  year  amounted 
to  $1.67.  The  Book  value  and  Profit  on  the  trans- 
action is  determined  as  follows: 


Sales  Price 

Cost  — July  1,  1954 

Depreciation: 

July  1  to  December 
31,  1954 

January  1  to 
February  28 

Book  Value 

Profit 


$98.00 


$100.00 


$5.00 


1.67 


6.67 


93.33 


$     4.67 


Book  Value  is  the  original  cost  less  Depreciation. 

Profit  is  the  difference  between  the  sale  price 
and  the  Book  Value. 
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This    transaction    is    recorded    in    the    following 
manner: 

(a)  $98.00  is  entered  (debited)  in  Column  1, 
Account  No.   100,  First  National  Bank. 

(b)  $100.00  is  entered  (credited)  in  Column  5, 
Non-Expense  Credits,  and  Account  No.  112, 
Furniture  and  Equipment,  is  written  in  the 
"Item"  column.  This  entry  removes  the  original 
cost  from  the  Furniture  and  Equipment  Account. 

(c)  $1.67  is  entered  (debited)  in  Column  29, 
Miscellaneous,  and  Account  No.  517,  Depre- 
ciation, Furniture  and  Equipment,  is  written  in 
the  "Item"  column.  $1.67  is  also  entered  (cred- 
ited) in  Column  5,  Non-Expense  Credits,  and 
Account  No.  1  13,  Reserve  for  Depreciation,  Fur- 
niture and  Equipment,  is  written  in  the  "Item" 
column. 


(d)  $6.67  representing  accumulated  deprecia- 
tion to  February  28  in  Account  No.  113  is 
entered  (debited)  in  Column  4,  Non-Expense 
Debits,  and  Account  No.  113,  Reserve  for  De- 
preciation, Furniture  and  Equipment,  is  written 
in  the  "Item"  column.  The  result  of  this  entry 
is  to  remove  the  accumulated  depreciation  to 
date  of  sale  from  the  Reserve  Account. 

(e)  $4.67  representing  the  profit  is  entered  in 
Column  7,  Miscellaneous  Income,  and  Sale  of 
Table,  Account  No.  404,  Miscellaneous  Income, 
is  written  in  the  "Item"  column.  It  is  important 
to  note  equipment  sales  since  profits  on  sales  of 
depreciable  assets  held  for  more  than  six  months 
are  subject  to  limitation  of  income  tax  and  may 
result  in  a  tax  saving  depending  upon  the  income 
brackets  of  the  principals. 
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Entries  must  be  made  in  the  Fixed  Assets  Rec- 
ords removing  the  Table  and  the  Reserve  for  De- 
preciation from  this  record.  See  Chapter  Eighteen. 

Other  entries  for  February  follow  the  same  pat- 
tern as  explained  in  January. 

Columns  in  the  Cash  Journal  are  now  ruled  and 
totaled  for  February.  Year-to-date  totals  are  entered 
under  the  February  Totals.  The  books  are  now 
ready  for  March  transactions  to  be  entered. 

For  purposes  of  illustration  only,  the  Cash  Jour- 
nal is  closed  in  the  same  manner  as  it  would  be  at 


the  end  of  the  year.  There  is  no  reason  to  close  the 
books  during  the  year  since  it  is  possible  to  prepare 
a  reasonably  accurate  Statement  of  Profit  and  Loss 
from  the  "Year-to-date"  totals.  Adjustments  for 
such  items  as  depreciation  may  be  made  in  the 
Trial  Balance  and  transferred  to  the  Statement  of 
Profit  and  Loss  without  entering  the  fraction  of  the 
year  adjustments  in  the  Cash  Journal  or  the  Fixed 
Asset  Records.  Interim  closing  of  the  books  fre- 
quently becomes  confusing  and  is  unnecessary. 

The  following  chapter,  Chapter  Fourteen,  covers 
the  procedure  for  adjusting  and  closing  the  books. 
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PART  THREE  — CHAPTER  FOURTEEN 

ADJUSTING  AND  CLOSING  THE  CASH  JOURNAL 


(This  Chapter  is  presented  to  explain  the  use  of  the 
Journal  in  the  Accounting  System.  The  Journal  does  not 
have  to  be  used  and  in  this  case  adjusting  and  closing 
entries  are  made  as  explained  in  Chapter  Nine.) 

The  purpose  of  adjusting  and  closing  the  Cash 
Journal  is  (1)  to  secure  a  detailed  and  accurate 
statement  of  the  operation  of  the  business,  i.e. 
whether  it  has  been  operated  at  a  profit  or  a  loss,  and 
(2)  to  determine  the  assets,  liabilities  and  result- 
ant net  worth  of  the  firm  or  the  individual  principals 
of  the  firm.  This  information  is  necessary  for  every 
firm  at  the  end  of  the  year  to  prepare  returns  re- 
quired by  the  Federal  (and  sometimes  the  State  and 
City  governments  for  tax  purposes). 

The  Cash  Journal  is  normally  adjusted  and 
closed  with  the  necessary  adjusting  and  closing 
entries  at  the  end  of  the  calendar  or  fiscal  year,  but 
may  be  closed  at  any  time  if  necessity  arises.  The 
procedure  is  the  same  in  either  case. 

Adjusting  entries  are  entries  which  are  used  to 
make  corrections  in  accounts  when  necessary  and 
to  separate  elements  in  certain  accounts  of  the 
System.  For  instance,  Furniture  and  Equipment  de- 
preciates. This  depreciation  is  an  expense.  This 
element  of  expense  is  separated  from  the  Asset, 
Furniture  and  Equipment,  by  an  adjusting  entry. 
Adjusting  entries  also  may  be  required  for  such 
items  as  amortization  of  leasehold  of  leasehold  im- 
provements, rent  and  insurance. 

Closing  entries  are  entries  which  are  used  to 
close  income  and  expense  accounts  to  the  Profit 
and  Loss  Account  and  to  transfer  profit  or  loss  to 
the  Capital  Accounts  of  the  Principals. 

The  profit  or  loss  sustained  by  the  firm  for  the 
year  is  shown  on  the  Profit  and  Loss  Statement. 
This  is  a  statement  of  income  received  and  expenses 
paid  during  a  year  or  a  stated  period.  It  reflects  the 
results  of  operating  the  business;  thus  showing  the 
increase  or  decrease  in  net  worth  for  the  period. 

For  purposes  of  illustration  adjusting  and  closing 
entries  for  the  hypothetical  firm  of  A.  B.  Slide  and 
C.  D.  Rule  are  prepared  and  explained  below  and  a 


Balance  Sheet  and  Statement  of  Profit  and  Loss 
are  included  after  entering  adjusting  and  closing 
entries.  As  a  matter  of  convenience,  the  Cash 
Journal  will  be  closed  at  the  end  of  the  two  month 
period  as  if  it  were  the  end  of  the  firm's  year.  In 
any  case,  whether  the  Cash  Journal  be  closed  at  a 
time  other  than  the  end  of  the  year  due  to  unfore- 
seen circumstances  or  at  the  end  of  the  year,  the 
adjustments  and  closing  entries  would  be  prepared 
in  the  same  manner  and  the  same  procedure  would 
be  followed. 

The  Cash  Journal  is  a  book  of  original  entry  in 
which  the  transactions  of  the  business  are  recorded 
in  the  order  in  which  they  occur  regardless  of  their 
nature.  There  are,  as  stated  above,  however,  certain 
items  such  as  depreciation,  amortization  of  Lease- 
hold expenditures  and  sometimes  rent  and  insurance 
premiums  that  are  small.  These  expenses  need  be 
entered  only  at  the  end  of  the  year.  These  entries 
may  be  made  directly  in  the  Cash  Journal  as  ex- 
plained in  Chapter  Nine.  However,  as  stated  above, 
the  Cash  Journal  is  designed  primarily  for  the  day 
to  day  recording  of  cash  receipts  and  cash  disburse- 
ments. It  is  considered  better  practice  to  first  record 
such  entries  in  a  separate  Journal.  (This  is  done  on 
A. I. A.  Form  107) .  It  gives  a  definite  record  of  the 
adjustments  made. 

The  Journal  is  a  book  of  original  entry,  used  to 
make  the  adjusting  entries  and  the  closing  entries 
for  transfer  to  the  accounts  of  the  Cash  Journal  or 
to  the  General  Ledger  (See  Chapter  31  )  when  the 
General  Ledger  is  used.  It  serves  as  a  permanent, 
orderly  record  of  the  adjusting  and  closing  entries 
with  explanations.  By  making  these  entries  first  in 
the  Journal  and  then  transferring  them  there  is  less 
opportunity  to  omit  an  entry  and  the  mathematical 
accuracy  of  the  debits  and  credits  may  be  proved  in 
the  Journal  before  transfers  are  made. 

The  first  entry  in  the  Journal  records  depreciation 
of  Furniture  and  Equipment  and  depreciation  of 
Building.  Depreciation  is  first  computed  in  the 
Fixed  Asset  Records,  Chapter  Eighteen  for  the  two 
months  as  it  would  be  at  the  close  of  the  year.  These 
computations  are  the  basis  for  this  adjusting  entry. 
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Depreciation  of  Furniture  and  Equipment  totals 
$24.44  but  must  be  reduced  by  $1.67  which  is  al- 
ready entered  in  the  Cash  Journal  on  February  28 
in  connection  with  the  sale  of  the  drafting  table. 
The  amount  to  be  recorded  in  this  adjusting  entry  is 
therefore  $22.77. 

Depreciation  of  Building,  as  illustrated  in  the 
Fixed  Assets  Records,  Chapter  Eighteen,  is  $51.35. 

$22.74  and  $51.35  are  entered  (debited)  in  the 
Journal  to  Account  No.  517  Depreciation,  Furniture 
and  Equipment  and  Account  No.  519,  Depreciation 
Buildings.  These  are  expenses. 

The  balancing  entries  (credits)  are  made  in  the 
Journal  to  Account  No.  1  13,  Reserve  for  Deprecia- 
tion, Furniture  and  Equipment  and  Account  No. 
117,  Reserve  for  Depreciation,  Building,  re- 
spectively. These  entries,  represent  reductions  in 
the  asset  values  of  Furniture  and  Equipment  and 
Building  Accounts  in  order  to  maintain  a  record  of 


the  original  cost  of  Fixed  Assets.  This  is  explained 
in  Chapter  Eighteen. 

Direct  Expenses  appearing  in  the  Columns  39 
through  45,  the  600  group,  are  so  entered  to 
separate  Direct  Expenses  from  Indirect  Expenses 
and  to  properly  distribute  Direct  Expenses  to  Job 
Cost  records  explained  in  Chapter  Twenty-Five. 
Through  this  separation  Indirect  Expenses  are  also 
ascertained  for  allocation  to  Job  Costs.  See  Chapter 
Twenty-Six. 

At  the  close  of  the  year  this  separation  of  the 
expense  into  the  500  and  600  groups  of  accounts 
will  have  served  its  purpose  and  by  an  adjusting 
entry  they  are  combined  and  transferred  to  their 
respective  classifications,  or  account  titles  in  the 
500  group  of  accounts.  This  is  necessary  to  reflect 
properly  classified  expenses  for  the  Statement  of 
Profit  and  Loss  and  the  Income  Tax  Returns.  In 
these  Statements  and  Returns  expenses  such  as 
Salaries,    Employees;    Postage   and   Transportation; 
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Duplication;  etc.,  are  included  as  one  figure  under 
the  proper  classification  rather  than  two  as  would 
be  the  case  if  the  direct  expenses  entered  in 
columns  39  through  45  of  the  Cash  Journal  are  not 
combined  with  the  same  class  of  expenses  entered 
in  the  preceding  columns  under  Indirect  Expenses. 
Again,  the  adjusting  entry  to  effect  the  combin- 
ing of  the  600  group  of  accounts  with  the  500  group 
of  accounts  may  be  made  in  the  Cash  Journal  di- 
rectly with  the  same  net  result.  One  line  at  the  bot- 
tom of  the  page  below  the  year  to  date  totals  may 
be  used  to  enter  the  600  series  totals  in  the  500 
series  columns.  The  combined  totals  for  each  classi- 
fication is  then  entered  in  the  next  line  below  with 
a  concise  description  of  the  operation  in  the  des- 
cription space.  Orderly  procedure  requires  a  perma- 
nent record  of  all  operations  with  explanations.  And 
for  this  reason  the  use  of  the  Journal  as  an  inter- 
mediate step  is  recommended,  where  the  entries 
transferring,    or    combining,    the    Direct    Expenses 


with  the  Indirect  Expenses  are  first  made  and  then 
transferred  to  the  Cash  Journal. 

After  the  adjusting  entries  have  been  made  in  the 
Journal  and  transferred  to  the  Cash  Journal  the 
books  are  closed  and  only  Assets,  Liabilities  and 
Net  Worth  are  carried  forward  in  the  Cash  Journal 
to  a  new  year. 

After  making  the  adjusting  entries  in  the  Journal, 
transferring  these  entries  to  the  Cash  Journal  and 
preparing  the  Trial  Balance,  it  is  much  simpler  to 
reverse  the  usual  procedure  and  prepare  the  Balance 
Sheet  and  Statement  of  Profit  and  Loss  before  mak- 
ing the  Closing  Entries  in  the  Journal  and  the  Cash 
Journal.  The  Statement  of  Profit  and  Loss  will  fur- 
nish the  information  for  the  closing  entries. 

The  Trial  Balance  is  easy  to  prepare  if  the 
Standard  form  illustrated  in  Chapter  Fifteen  is  used. 
Most  of  the  figures  are  ready  to  enter  in  this  form 
from  the  "Year-to-Date"  totals  in  the  Cash  Journal. 
The  only  columns  requiring  analyses  are  Columns  4 
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and  5,  Non-Expense  Items,  Column  7,  Miscellan- 
eous Income,  and  Column  29,  Miscellaneous  In- 
direct Expense.  If  correct  numbers  have  been  writ- 
ten in  the  "Item"  spaces  these  analyses  also  will  be 
a  simple  operation. 

The  Balance  Sheet  and  Statement  of  Profit  and 
Loss  are  readily  prepared  from  the  Trial  Balance 
on  the  A. I. A.  Accounting  Forms  502  and  503,  re- 
spectively. These  are  discussed  in  Chapters  Sixteen 
and  Seventeen. 

Only  Assets,  Liabilities,  and  Net  Worth,  as  men- 
tioned in  a  preceding  paragraph,  are  carried  forward 
to  the  next  year.  These  are  the  items  appearing  on 
the  Balance  Sheet.  The  Income  and  Expense  Ac- 
counts, as  explained  in  Chapter  1,  are  nominal  or 
temporary  accounts  used  to  accumulate  in  detail 
the  nature  of  the  income  received  during  the  year 
and  the  type  of  expenses  paid.  These  accounts  hav- 
ing served  their  purpose  for  the  year  are  now  closed. 
This  may  be  accomplished  by  entering  a  bracketed 
figure  in  each  column  to  close  out  or  balance  out 
the  account  and  transferring  the  amount  to  the 
Statement  of  Profit  and  Loss.  The  difference  (Profit 
or  Loss)  between  total  Expenses  and  total  Income  is 
then  determined.  This  difference  (either  profit  or 
loss)  between  Income  and  Expenses  then  is  trans- 
ferred to  the  Capital  Accounts  of  the  Principals 
from  the  Statement  of  Profit  and  Loss.  (See  Chapter 


17  for  explanation  of  method  of  distribution.)  This 
difference  is  the  "Net  Profits  from  Operations",  if 
the  income  is  greater  than  the  expenses,  (losses,  if 
the  expenses  are  greater  than  the  income) .  The 
amount  to  be  entered  in  each  Principal's  Capital  Ac- 
count under  "Credits"  will  be  the  same  amount  as 
shown  beside  each  principal's  name  under  the  head- 
ing "Gross  Partnership  Profits"  in  the  computation 
of  "Distribution  of  Profits"  on  the  Statement  of 
Profit  and  Loss.  ( In  the  event  of  "Gross  Partnership 
Losses"  the  amount  would  be  entered  in  each  prin- 
cipal's Capital  Account  under  Withdrawals".)  In 
addition,  the  amounts  shown  beside  each  principal's 
name  in  the  distribution  on  the  Statement  of  Profit 
and  Loss  under  the  heading  of  "Plus  Salary"  (mean- 
ing the  amounts  withdrawn  by  the  principals  as 
salaries  during  the  year)  should  be  entered  in  the 
respective  principal's  Capital  Account  under 
Withdrawals". 

After  the  adjusting  and  closing  entries  have  been 
recorded  in  the  Cash  Journal,  the  remaining  bal- 
ances represent  Assets,  Liabilities  and  Net  Worth 
as  shown  on  line  36  of  page  2  of  the  Cash  Journal 
reproduced  in  Chapter  Thirteen.  These  balances 
may  be  proved  to  the  Balance  Sheet.  To  accomplish 
the  proof  only  two  columns  in  the  Cash  Journal  re- 
quire analyses.  These  are  Columns  4  and  5,  Non- 
Expense  Items. 


Column  4 

Furniture  and  Equipment $   1,502.00 

Impr.  to  Leasehold 600.00 

Petty  Cash 15.00 

Buildings    20,540.00 

Land 2,500.00 

Mortgage  Payable 200.00 

Notes  Receivable ]  ,500.00 

Reserve  for  Amortization 

Impr.  to  Leasehold 60.00 

Reserve  for  Depreciation 

Furniture  and  Equipment 6.67 

Reserve  for  Depreciation  Buildings 

$26,923.67 


Column  5 

$      1 00.00 
600.00 


17,500.00 


60.00 

85.94 
51.35 

$18,397.29 


Net 

$   1,402.00  Dr. 
-0- 

1 5.00  Dr. 

20,540.00  Dr. 

2,500.00  Dr. 

1 7,300.00  Cr. 

1 ,500.00  Dr. 

-0- 

79.27  Cr. 
51.35Cr. 

$  8,526.38  Dr. 


The  Statement  of  Profit  and  Loss  having  been 
used  as  the  basis  for  the  closing  entries  and  the 
Balance  Sheet  having  been  checked  to  the  remain- 
ing totals  in  the  Cash  Journal,  line  36  of  page  2,  the 
mathematical  accuracy  of  the  Statements  is  proved. 


This  completes  the  recording  of  the  financial 
transactions  for  the  year  and  the  procedure  of 
opening  the  books  for  the  next  year  is  a  repetition  of 
the  procedure  explained  in  Chapter  Twelve. 
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PART  THREE  — CHAPTER  FIFTEEN 

THE  TRIAL  BALANCE 


The  Trial  Balance,  in  simple  language,  is  a  listing 
of  the  debits  and  credits  to  determine  that  they  are 
equal;  thus  proving  the  mathematical  accuracy  of 
the  entries  made  in  the  books.  A  Trial  Balance 
should  be  prepared  at  the  close  of  each  month  in 
order  to  prove  that  the  books  are  currently  in 
balance.  As  stated,  the  trial  balance  proves  only 
that  equal  debit  and  credit  entries  have  been  made. 
It  does  not  prove  that  entries  have  been  made  to 
the  proper  accounts.  This  can  be  determined  only 
by  a  recheck  of  the  entries  for  the  month. 


In  making  the  Trial  Balance  A. I. A.  Accounting 
Form  501  is  used.  The  entries  for  the  Trial  Balance 
are  the  totals  for  each  of  the  columns  or  accounts 
of  the  Cash  Journal.  If  the  Trial  Balance  is  for  the 
month,  the  totals  for  the  month  only  are  entered 
on  the  Trial  Balance  Form.  If  the  Trial  Balance  is 
for  several  months  or  the  entire  year,  the  year-to- 
date  totals  are  entered  on  the  Trial  Balance  Form. 

The  Trial  Balance  reproduced  here  reflects  the 
totals  of  the  Cash  Journal  Accounts  after  the  ad- 
justing and  closing  entries  for  the  two  months' 
period  have  been  entered. 
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See  Chapter  Fourteen  for  the  explanation  of  the 
adjustments  which  were  made. 

Entries  are  made  to  the  Credit  or  Debit  Columns 
in  accordance  with  the  condition  of  the  column  in 
the  Cash  Journal  from  which  the  entries  originate. 
A  debit  column  in  the  Cash  Journal  will  be  entered 
in  the  debit  column  of  the  Trial  Balance  unless  the 
total  is  bracketed.  A  bracketed  figure  as  explained 
in  Chapter  Three  signifies  a  figure  opposite  in  des- 
ignation from  the  column  heading  designations.  In 
the  case  of  a  bracketed  figure  in  a  debit  column 
of  the  Cash  Journal,  the  entry  will  be  made  in  the 
credit  column  of  the  Trial  Balance  Form.  The  Con- 
verse is  of  course  true  and  bracketed  figures  in  a 


credit  column  of  the  Cash  Journal  will  be  entered 
in   the   debit   column   of   the  Trial    Balance    Form. 

The  preparation  of  the  Balance  Sheet  and  State- 
ment of  Profit  and  Loss  is  a  simple  operation  after 
the  Trial  Balance  or  listing  has  been  made  on  the 
Trial  Balance  Form. 

Notations  in  the  "Statement"  column  of  the 
Trial  Balance  indicate  the  statement,  "Balance 
Sheet"  or  "Statement  of  Profit  and  Loss,"  to  which 
the  figures  are  transferred. 

The  Balance  Sheet  and  Statement  of  Profit  and 
Loss  are  discussed  in  Chapters  Sixteen  and  Seven- 
teen, respectively. 
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PART  THREE —  CHAPTER   SIXTEEN 

THE  BALANCE  SHEET 


The  Balance  Sheet  is  the  statement  of  assets, 
liabilities  and  net  worth  of  a  business  at  a  stated 
date.  It  is  predicated  upon  an  accounting  equation 
which  in  effect  is  the  accounting  equation  of  a  busi- 
ness at  a  specified  time. 

Assets        minus     Liabilities      equals     Net  Worth 
$39,347.11    minus   $17,574.40   equals   $21,772.71 

The  above  figures  in  the  equation  represent  the 
financial  status  of  the  firm  of  A.  B.  Slide  and  C.  D. 
Rule  February  28,  1955. 

It  is  evident  that  gross  figures  are  not  satisfac- 


tory and  that  a  reasonably  detailed  classification  of 
the  Assets,  Liabilities  and  the  resultant  respective 
Capitals  of  the  two  principals  is  necessary  to  por- 
tray an  intelligible  analysis  of  the  financial  condi- 
tion of  the  firm. 

The  Balance  Sheet  reproduced  here  is  A.  I. A. 
Accounting  Form  502  and  is  prepared  with  entries 
from  the  Trial  Balance  with  the  aid  of  the  State- 
ment of  Profit  and  Loss.  The  Statement  of  Profit 
and  Loss,  discussed  in  Chapter  Seventeen,  is  com- 
plementary to  the  Balance  Sheet  in  that  the  changes 
in  Net  Worth  from  one  date  to  the  next  occasioned 
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by  the   net  profit  or  net    loss   from   operations   is 
reflected  thereon. 

The  entries  necessary  to  determine  the  Total 
Assets  are  secured  from  the  Trial  Balance.  See 
Chapter  Fifteen.  Those  necessary  to  determine 
Liabilities  also  come  from  the  Trial  Balance  sheet. 
The  entries  to  determine  the  Net  Worth  are  taken 
both  from  the  Trial  Balance  and  from  the  Profit 
and  Loss  Statement.  See  the  following  detailed 
description  of  the  entries. 

The  ASSETS  are  as  follows: 

Cash  in  Bank  is  form  Account  100  which  is  in 
terms  of  the  Bank  Balance. 

Petty  Cash  is  from  TB  Account  105  and  is  the 
amount  of  the  Petty  Cash  Fund. 


Notes  Receivable  is  from  Trial  Balance  Account 
106  and  is  the  total  of  all  notes  due  the  firm.  If 
there  are  similar  securities,  such  as  warrants,  these 
must  also  be  shown  as  items  under  assets  on  the 
Balance  Sheet. 

Investments  is  from  Trial  Balance  Account  107 
and  is  the  total  investments  held  by  the  firm. 

The  Fixed  Assets  accounts  are  taken  from  Ac- 
counts 112,  114,  1  1  6  and  1  1  9  of  the  Trial  Balance. 
Other  accounts  should  be  entered  if  they  appear  on 
the  books  of  the  firm. 

The  Reserves  for  Depreciation  and  Amortization 

of  Furniture  and  Equipment,  etc.,  are  taken  from 
the  Trial  Balance  Accounts  113,  115,  117  and  1 20. 
These  are  totaled  to  secure  a  sub  total  which  is  in 
turn  subtracted  from  the  sub  total  of  Fixed  Assets 
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above  to  secure  the  Book  Value  of  all  such  assets 
held  by  the  firm. 

The  item  Land  is  taken  from  Trial  Balance  Ac- 
count 1  18. 

Any  other  assets  held  by  the  firm  should  appear 
as  an  additional  account  on  the  Trial  Balance  and 
such  accounts  should  be  transferred  to  the  Balance 
Sheet. 

The  total  of  all  the  assets  is  now  brought  down 
and  entered  in  the  proper  place. 

The  "True  Net  Worth"  of  the  firm  would  take 
into  account  the  Accounts  Payable  which  is  a 
Liability  and  the  items  of  Accounts  Receivable  and 
Work  in  Progress.  These  items  do  not  necessarily 
represent  money  paid  out  except  in  the  case  of 
Work  in  Progress,  and  they  do  not  represent  money 
received.  If  the  Accounting  System  used  by  a  firm 
were  on  the  accrual  basis,  these  items  would  be 
used  as  closing  entries,  but  on  the  cash  basis  they 
are  not  items  to  be  included  in  closing  out  the 
accounts. 

"There  are  three  blank  lines  on  the  Balance  Sheet 
under  "Assets".  These  blank  lines  are  supplied  so 
the  total  of  Accounts  Receivable  items  and  Work  in 
Progress  items  may  be  inserted  for  arriving  at  the 
"True  Net  Worth"  of  the  firm  when  a  financial 
statement  is  being  prepared  for  presentation  to  a 
bank,  for  a  client,  for  the  information  of  the  prin- 
cipals of  the  firm,  or  for  similar  purposes. 

Accounts  Receivable  is  taken  from  the  client's 
ledger  accounts  (See  Part  5,  Chapter  27)  if  such 
accounts  are  kept  in  the  office  or  it  is  the  total  of 
the  unpaid  statements  sent  to  clients  or  other 
people.  This  item  is  not  used  in  closing  the  books. 

Work  in  Progress  is  taken  from  the  Job  Cost 
Records  and  is  the  total  of  all  expenditures  made 
on  jobs  for  which  the  client  has  NOT  been  billed. 
This  is  not  used  as  an  item  in  closing  the  books.  It 
is  similar  to  Accounts  Receivable  except  that  it 
represents  money  that  has  been  spent  by  the  office 
for  jobs. 

The  LIABILITIES  are  as  follows: 

Notes  Payable  is  from  Trial  Balance  Account 
200. 

The  Payroll  Deductions  entry  is  from  Accounts 
201,  202,  203,  204  and  such  others  as  may  be 
included  on  the  Trial  Balance.  These  are  listed  in- 
dividually in  spaces  provided  and  totaled  where 
indicated. 


Mortgages  Payable  is  from  Trial  Balance  Ac- 
count 205. 

Deposits  on  Plans  is  from  Trial  Balance  Ac- 
count 206. 

Such  other  accounts  of  liabilities  as  may  appear 
in  the  Cash  Journal  and  on  the  Trial  Balance  are 
entered  in  the  blank  spaces. 

The  Liabilities  are  now  totaled  and  this  total  if 
subtracted  from  the  Total  Assets  should  be  the 
Net  Worth  figure  which  appears  at  the  bottom  of 
the  second  page. 

There  is  an  extra  line  on  the  Balance  Sheet  under 
"Liabilities"  which  may  be  used  for  inserting  the 
item  of  "Accounts  Payable".  This  blank  line  is  sup- 
plied so  the  "True  Net  Worth"  of  the  firm  may  be 
secured  when  a  financial  statement  is  being  pre- 
pared for  presentation  to  a  bank,  to  a  client,  for  the 
information  of  the  principals  of  the  firm,  or  for 
similar  purposes. 

Accounts  Payable  is  the  total  of  the  bills  which 
are  due  and  payable  and  have  not  been  paid  at  any 
particular  date. 

As  stated  above  "Accounts  Payable"  is  not  an 
item  to  be  used  in  closing  the  books  but  represents 
money  for  which  the  firm  is  obligated.  It  must  be 
deducted  from  "Assets"  in  arriving  at  the  "True 
Net  Worth"  of  the  firm. 

NET  WORTH  items  are  as  follows : 

The  Capital  Items  for  each  Principal  as  of  Janu- 
ary 1 ,  1  955,  or  the  beginning  of  the  period  is  taken 
from  the  Journal  sheet  used  at  the  opening  of  the 
year  or  from  the  Balance  Sheet  prepared  at  that 
time. 

The  Share  of  the  Profits  for  each  Principal  is 
taken  from  the  Profit  and  Loss  Statement  prepared 
for  the  period  which  it  covers. 

Total  Salaries  drawn  which  is  taken  from  the 
Profit  and  Loss  Statement  plus  any  other  withdraw- 
als as  shown  on  the  Trial  Balance  are  then  deducted 
from  the  above  total. 

The  Balance  for  each  Principal  represents  his 
Net  Worth  insofar  as  the  firm  is  concerned.  The 
Total  of  these  Net  Worth  figures  for  the  Principals 
will   equal   the  Net  Worth   figure  for  the  firm. 

The  Balance  Sheet  will  "balance"  if  the  Trial 
Balance  is  properly  prepared  and  if  the  figures  are 
correctly  transferred  to  the  Balance  Sheet  and 
Statement  of  Profit  and  Loss. 
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PART  THREE  — CHAPTER  SEVENTEEN 

THE  STATEMENT  OF  PROFIT  AND  LOSS 


The  Statement  of  Profit  and  Loss,  unlike  the 
Balance  Sheet  which  Is  a  static  statement  at  a 
given  date,  is  a  statement  of  the  net  results  from 
operations  over  a   period   of  time. 

The  Profit  and  Loss  Statement  is  assembled  and 
compiled  on  A.  I. A.  Accounting  Form  503.  This 
form  makes  it  possible  to  segregate  sources  of  in- 
come and  classify  expenses  of  operations  so  an 
analysis  of  the  factors  resulting  in  the  Net  Profit 
or  Net  Loss  for  the  accounting  period  covered  is 
presented  to  the  Principals. 


The  information  necessary  to  make  up  a  Profit 
and  Loss  Statement  can  usually  be  taken  from  the 
Trial  Balance. 

Accounts  for  income  and  expense  which  appear  in 
the  Trial  Balance  should  appear  on  the  Statement 
of  Profit  and  Loss.  Account  numbers  appearing  on 
A. I. A.  Accounting  Form  503,  Profit  and  Loss  State- 
ment, also  appear  on  Form  501,  Trial  Balance. 
Amounts  appearing  in  the  Trial  Balance  for  any  or 
all  of  these  accounts  should  be  entered  in  the 
Accounts  on  the  Profit  and  Loss  Statement  If  ad- 
ditional   income    or   expense    accounts    have    been 
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added  to  the  system  and  appear  in  the  Trial  Bal- 
ance, they  should  also  appear  in  the  Profit  and  Loss 
Statement. 

It  will  be  noted  that  the  Accounts  for  "Salaries, 
Principals,"  appears  in  both  the  Indirect  and  Direct 
Expense  Accounts.  Actually,  Principals'  Salaries  are 
a  partial  distribution  of  the  Profits  of  the  firm.  From 
the  standpoint  of  operating  the  business,  however, 


if  the  Principals  actively  participate  in  conducting 
the  business,  these  salaries  are  a  part  of  the  cost 
of  such  operations.  (See  Chapter  Three  for  further 
discussion  of  this  matter.)  Therefore  the  figure  for 
the  Net  Profits  from  Operations  in  the  Profit  and 
Loss  Statement  is  a  true  statement  of  the  profits 
of  the  business,  when  the  Principals'  Salaries  are 
included  in  expense. 

The  equation  for  Net  Profits  is: 


TOTAL    INCOME        Minus        TOTAL   EXPENSE        Equals        NET   PROFITS 


This  equation  is  the  basis  for  determining  the  Net 
Profits  on  the  Profit  and  Loss  Statement  included 
herewith.  The  income  accounts  are  first  totaled. 
The  expense  accounts  Indirect  and  Direct  are  each 
totaled  and  then  the  total  expense  is  found  by 
adding    the   totals   of   these    two.    This   amount  — 


Total  Expense  —  is  subtracted  from  Total  Income. 
If  the  result  is  a  plus  figure  it  indicates  Net  Profit. 
If  it  is  a  minus  figure  it  indicates  Net  Loss. 

The   total   salaries   paid  the   Principals   are   next 
added  to  the  Net  Profits  from  operations  to  deter- 
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mine  the  Gross  Partnership  Protits.   This   last   is  a 
necessary  tigure  in  making  Tax  Returns. 

The  Distribution  ot  the  Protit  or  of  the  Loss  be- 
tween the  principals  should  then  be  made  on  the 
Net  Worth  portion  of  the  sheet  on  the  basis  of  the 
partnership  contract  showing  the  Profit-  and  Loss- 
Sharing  Ratio.  Frequently  this  percentage  of  in- 
terest will  have  no  relation  to  the  relative  amount 
of  salary  drawn  by  each.  For  this  reason  Salary  is 
entered  here  in  the  exact  amount  of  the  salary 
drawn  by  each  Principal.  The  amount  of  the  per- 
centage division  of  profits  plus  the  salary  drawn 
by  a  Principal  during  the  year  is  the  total  earned  by 


that  principal  for  the  year  and  is  the  share  of  Profit 
or  Loss  accrued  to  that  particular  principal  for  the 
period. 

The  Statement  of  Profit  and  Loss  for  the  two- 
months  period  ended  February  28,  1955  is  repro- 
duced herewith. 

A  review  of  Chapters  Fifteen,  Sixteen  and  Seven- 
teen tracing  the  figures  from  the  Trial  Balance  to 
the  Balance  Sheet  and  the  Statement  of  Profit  and 
Loss  will  emphasize  the  simple  procedure  for  the 
preparation  of  these  important  final  statements  of 
the  year's  operations. 
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PART  THREE  — CHAPTER   EIGHTEEN 

THE  FIXED  ASSET  RECORD 


Fixed  Assets  are  defined  in  Chapter  Two,  This 
chapter  should  be  reviewed.  Every  firm,  regardless 
of  size,  should  maintain  a  detailed  record  of  Fixed 
Assets  by  classes,  i.e.,  Furniture  and  Equipment, 
Automobiles,  Buildings,  and  Improvements  to 
Leasehold.  In  this  accounting  system  the  Fixed 
Assets  Record  has  been  designed  so  that  each 
purchase  of  equipment  may  be  recorded  with  the 
date  of  acquisition  and  cost.  Columns  are  provided 
for  annual  depreciation  and  for  recording  the  dis- 
position of  items  through  sale,  trade-in,  or  other 
means. 


This  record  requires  little  time  to  maintain,  and 
provides  the  information  necessary  for  the  compu- 
tation of  depreciation.  The  date  of  purchase,  the 
cost,  and  the  accumulated  depreciation  also  is  avail- 
able in  detail. 

Entering  such  items  in  these  records  should 
be  made  direct  from  the  invoice  of  the  supplier  at 
the  time  the  purchase  is  entered  in  the  Cash  Jour- 
nal. See  Chapter  13  for  the  procedure  for  handling 
items  of  this  nature. 

The  "Cost"  column  total  should  agree  with  the 
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total  of  each  account  designating  the  class  of  fixed 
assets,  and  the  accumulated  depreciation,  or  "Re- 
serve to  Date,"  should  agree  with  the  total  of  the 
account,  Reserve  for  Depreciation,  for  each  class  of 
fixed  assets. 

When  fixed  assets  are  sold,  the  date  of  sale  and 
the  amount  of  money  received  is  entered  in  the 
spaces  provided  under  the  caption  "Disposition." 
The  Cost  column  must  be  reduced  to  the  extent 
of  the  original  cost  of  the  item  sold  by  entering  a 
bracketed  (  )  figure  in  this  column  in  an  amount 
equal  to  the  original  cost  of  the  item. 

Likewise,  a  bracketed  (  )  figure  to  equal  the 
depreciation  accumulated  to  date  must  be  entered 
in  the  Depreciation  Column  of  the  year  of  sale  in 
the  space  provided  for  "Adjustments  to  Reserve." 


The  difference  between  the  sale  price  and  the 
Book  Value,  which  is  the  original  cost  minus  de- 
preciation to  date,  represents  profit  or  loss  on  the 
sale  of  Fixed  Assets. 

To  record  this  transaction  in  the  Cash  Journal, 
the  amount  of  cash  received  is  entered  (deb- 
ited) in  Column  1  to  Cash  in  Bank;  a  (credit) 
entry,  for  the  original  cost,  is  made  in  Column  5, 
Non-expense  Items,  and  the  proper  account  number 
written  in  the  Item  column,  112,  if  the  item  sold 
is  classed  as  Furniture  and  Equipment.  The  amount 
of  the  accumulated  depreciation,  "Reserve  for  De- 
preciation," is  entered  in  Column  4,  Non-Expense 
Items,  and  the  Reserve  Account  number  is  written 
in  the  Item  column.  This  is  113  if  the  account  is 
Reserve  for  Depreciation,  Furniture  and  Equipment. 

The    difference    representing    Profit    or    Loss    is 
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entered  in  Column  7,  Other  Income,  where  it  is 
bracketed  if  a  loss,  and  in  the  Item  column  is 
written,  "Sale  of  Asset."  This  is  important  since 
profit  from  sale  of  assets  held  more  than  six  months 
may  result  in  a  lower  Income  Tax  on  the  particular 
item  of  income. 

The  Fixed  Asset  Record  as  reproduced  here, 
shows  Depreciation  for  the  year  1954,  the  previous 
year  and  covers  the  period  from  the  date  the  firm 
was  organized,  July  1;  1954,  to  December  31.  On 
the  record  for  Furniture  and  Equipment,  the  depre- 
ciation  amounted  to  $61.50  and  is  entered  under 
1954  in  the  space  provided  for  "Depreciation  — 
Current  Year."  Since  this  firm  was  organized  in 
1954  the  accumulated  depreciation,  or  "Reserve  to 


Date,"   is  also  $61   50  and   is  entered   in  the  space 
provided  in  the  form. 

As  explained  in  Chapter  Fourteen,  Adjusting  and 
Closing  the  Cash  Journal,  depreciation  is  computed 
for  the  two-month  period  in  the  same  manner  as  it 
normally  would  be  at  the  close  of  the  year  and  is 
shown  on  the  Fixed  Assets  Records  included  here- 
with. The  depreciation  for  each  item  is  entered  in 
the  1955  column  and  totaled.  Depreciation  of  furni- 
true  and  equipment  is  $24.44.  The  accumulated 
depreciation  or  "Reserve  to  Date"  is  therefore 
$24.44  plus  $61.50  for  1954,  or  a  total  of  $85.94. 
There  is  an  ad|ustment,  however,  due  to  the  sale 
of  one  drafting  table  on  February  28.  It  is  necessary 
to  remove  the  cost  of  the  table  and  the  reserve  from 
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the  records  since  the  table  is  no  longer  in  possession 
of  the  firm.  Entries  in  the  Cash  Journal  on  February 
28  removed  this  item  from  the  accounts  and  re- 
flected the  cash  received  and  the  profit  earne'd  on 
the  sale. 

The  Fixed  Asset  record  is  adjusted  by  entering 
the  date,  sale  and  amount  received  from  the  sale 
in  the  "Disposition"  column.  The  original  cost  is 
entered  as  a  bracketed  (  )  figure,  in  the  cost 
column  thus  reducing  the  total  invested,  at  cost,  in 


Furniture  and  Equipment.  The  "Reserve  for  Depre- 
ciation" is  determined  by  adding  the  depreciation 
to  date  of  sale  shown  in  the  depreciation  columns. 
In  this  instance  the  depreciation  to  the  date 
of  sale  is  $6.67.  This  amount  is  entered  as  a 
bracketed  (  )  figure  in  the  1955,  year  of  sale, 
column  in  the  space  provided  for  "Adjustments  to 
Reserve."  The  accumulated  depreciation,  or  "Re- 
serve to  Date,"  is  adjusted  to  $79.27,  ($85.94 
minus  $6.67)  which  is  the  correct  amount  at 
February  28. 


^ 


- 
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PART  THREE  — CHAPTER  NINETEEN 

THE  NOTES  AND  INVESTMENT  RECORD 


The  Notes  and  Investment  Record  is  A. I. A. 
Accounting  Form  404  and  provides  a  permanent 
record  for  Notes,  County  or  City  Warrants,  Stocks 
or  Bonds.  Those  items  may  be  accepted  by  the  Prin- 
cipals in  payment  or  part  payment  of  the  fee  for 
services,  or  may  be  purchased  by  the  firm  as  an 
investment. 

Notes  Receivable,  Stocks  and  Bonds  and  other 
investments  are  handled  in  the  Cash  Journal  in  the 
manner  explained  in  Chapter  Thirteen  as  pertains 
to  the  note  which  was  received  in  payment  of  a 
fee  then  due.  An  additional  record  is  advisable  so 


all  such  items  can  be  recorded  in  one  place.  The 
Note  and  Investment  Record,  as  reproduced  here, 
is  designed  to  provide  a  permanent  record  of  Notes, 
Warrants,  etc.,  received  in  payment  of  fees  and  also 
of  investments  which  may  be  made  by  the  firm  in 
Warrants,  Stocks  and  Bonds. 

A  separate  form  is  used  for  each  Note  or  War- 
rant and  for  each  purchase  of  Stocks,  Bonds,  etc. 

The  description  of  the  Note,  Warrant  or  other 
paper  is  first  entered  in  the  first  blank  space  at 
the  top  of  the  page.  The  number  of  shares  of  stock 
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should  be  entered  here  also.  This  is  followed  by 
the  name  of  the  signer  of  a  note  or  the  company, 
governmental  unit  or  other  body  which  issued  the 
paper,  and  the  type  of  security  received. 

The  date  of  Acceptance  of  Notes  or  Warrants  or 
the  date  the  Investment  is  made  is  written  in  the 
"Date"  column. 

The  number  of  days  to  the  Due  Date  of  the  Note 
or  Warrant  is  written  in  the  "Time  Days"  column. 
This  column  is  not  used  for  Stocks  or  Bonds. 

A  memorandum  of  the  day  and  year  due  is 
written  in  under  the  "Due  Date"  column.  In  the 
case  of  Stocks  and  Bonds  this  section  of  the  form 
may  be  used  to  designate  dividend  or  interest  dates. 
If  a  note  carries  over  several  payment  dates  each 
will  be  entered  on  a  separate  line.  The  same  is  true 
for  Dividend  Dates. 

The  Face  Amount  of  the  Note  or  Amount  paid 


for  Stocks,   Bonds,   etc.,   is  written   in  the  Amount 
Column. 

The  rate  and  amounts  of  interest  or  dividends  re- 
ceived are  written  in  the  "Interest  and  Dividends" 
column. 

The  Remarks  column  is  provided  to  record  Due 
Dates  of  long-term  Bonds  or  any  other  pertinent 
information.  If  a  part  only  is  paid  this  is  noted  in 
the  "Remarks"  column. 

The  Date  of  Payment  of  the  principal  is  recorded 
in  the  "When  Paid"  column. 

Interest,  Dividends  and  Payments  received  are 
entered  in  this  form  for  convenience.  All  amounts 
received  must  be  entered  in  the  Cash  Journal. 

It  is  recommended  that  only  one  item  be  entered 
on  each  sheet.  When  an  item  is  paid  the  sheet  for 
such  item  can  be  removed  from  the  binder  at  the 
close  of  that  year. 
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PART  FOUR  —  CHAPTER  TWENTY 

DESCRIPTION  OF  JOB  COST  ACCOUNTING 


Job  Cost  Accounting  contemplates  that  individ- 
ual Cost  Records  will  be  maintained  in  the  manner 
discussed  in  Chapter  25  for  each  job  upon  which 
work  is  done  in  the  office.  The  "Basic  System"  rec- 
ords are  designed  to  secure  this  information  in  a 
convenient  manner  for  entry  in  the  Job  Cost 
Records. 

The  importance  of  Job  Cost  Records  cannot  be 
over  emphasized.  Only  through  their  use  is  it  pos- 
sible to  determine  whether  or  not  certain  classes  of 
work  and  types  of  services  are  profitable.  This  Ac- 
counting System  is  designed  to  provide  accurate 
and  simple  records  of  the  cost  of  each  job  and  of 
the  costs  of  various  phases  of  each  job,  such  as 
preliminary  work,  working  drawings,  conference, 
etc.  By  adding  classifications  to  those  recommended 
herein,  the  costs  of  the  work  may  be  divided  into 
as  many  phases  as  desired. 


Job  Costs  include  "Direct  Expense"  and  "In- 
direct Expense." 

Direct  Expense  includes  all  items  of  expense 
chargeable  to  an  individual  job.  Such  expenses  are 
Personal  Services  of  principals  and  employees,  Du- 
plication, Professional  Fees,  Special  Payments,  etc. 

Indirect  Expense  includes  all  items  of  expense 
which  cannot  be  charged  directly  to  a  job.  Rent, 
telephone  and  telegraph,  postage,  depreciation  and 
personal  services  are  typical  indirect  expense  items. 
"Overhead"  is  a  term  frequently  used  to  define 
What  is  more  properly  termed  "Indirect  Expense." 

The  allocation  of  Indirect  Expense  to  Job  Costs 
is  discussed  in  Chapter  26. 

The  forms  necessary  to  secure  job  costs  are  as 
follows: 


Form   No.  Title 

201  -202-203  The  Payroll  Journal  and  Distribu- 

tion Sheet 

601  The  Time   Record 

401  The  Job  Cost   Record 

Each  of  these  is  described  in  subsequent  chapters 
of  Part  Four  as  is  the  Employee  Record,  AIA  Ac- 
counting Form  402. 
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PART  FOUR  —  CHAPTER  TWENTY-ONE 

THE  TIME  RECORD 


A  Time  Record  for  each  employee  and  principal 
is  necessary  for  the  maintenance  of  proper  Job  Cost 
Records.  It  also  serves  as  a  record  of  the  basis  for 
paying  each  employee.  The  Time  Record,  Form  601 
and  602  reproduced  here,  are  designed  to  meet 
this  need.  A  Time  Record  is  maintained  daily  by 
each  Principal  and  each  Employee  and  is  turned 
into  the  office  each  week.  It  furnishes  the  full 
information  necessary  for  entering  the  Gross  Sal- 
ary, Payroll  Deductions  and  Net  Salaries  of  each 
person  working  in  the  office.  In  addition,  it  furn- 
ishes the  data  to  determine  the  total   Indirect  Ex- 


pense and  Direct  Expense  for  the  week  and  the 
amount  of  Direct  Expense  to  be  distributed  through 
the  Payroll  Journal  to  each  job. 

There  are  two  Time  Records  illustrated  here.  One 
is  the  8  Vi  x  1  1  sheet  and  the  other  is  the  4x6  card 
with  the  employee's  receipt.  The  use  of  the  8'/2xl  1 
form  is  recommended  because  it  has  more  space 
than  the  card  for  filling  in  a  description  of  the 
work  done  by  the  employee  and  because  it  does 
not  require  any  special  provision  for  filing.  It  is 
simple   to   file  the   8'/2xl  1    sheet   in   the   ordinary 
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letter  size  transfer  file  along  with  other  office 
records.  Cards  require  special  provisions  for  filing. 
This  may  often  be  such  an  obstacle  that  they  will 
not  be  filed  at  all. 

The  procedure  for  filling  in  and  keeping  the 
Time  Records  is  the  same  for  both  the  sheet  and 
card  form.  Greater  detail  can  be  included  on  the 
sheet  form,  however.  The  illustrated  Time  Record 
Forms  included  herewith  indicate  the  method  of 
entering  the  time.  Overtime  or  Extra  Time  is 
marked  by  the  drawing  of  a  diagonal  line  from 
lower  left  hand  corner  to  upper  right  hand  corner 
of  the  hour  space  and  entering  the  regular  hours 
above  and  to  the  left  of  this  line  and  placing  the 
overtime  and/or  extra  time  below  and  to  the  right 
of  the  line.  The  employee  keeping  the  time  should 
write  a  short  description  of  the  work  and  job 
being  done,  the  number  of  hours  spent  each  day  on 
each  job,  the  office  job  number  and  the  work 
classification  designation.  Totaling  the  hours  on 
each  Job  and  figuring  the  amount  of  money  for 
each  should  be  done  by  the  person  keeping  the 
books. 

Tables  which  will  save  the  work  of  figuring  the 
employees'  salaries  can  be  purchased  from  most 
stationery  stores.  These  tables  are  available  for 
various  wage  scales  per  hour,  and  the  amount  for 
any  number  of  hours  or  parts  of  hours  can  be  read 
directly  from  the  table.  These  will  prove  particu- 
larly valuable  in  extending  the  time  charged  to  the 
individual  jobs. 

The  Job  Number  Column,  the  Code  Column,  the 
Total  Hours  Column  and  the  Amount  Column  are 


located  together  at  the  Right  Hand  side  of  the 
sheet.  This  is  designed  to  permit  easy  entry  without 
the  necessity  of  lining  across  the  page. 

It  will  be  noted  that  the  "Week"  of  the  Time 
Record  illustrated  begins  on  Friday  and  ends  on 
Thursday.  This  is  done  so  Friday  can  be  used  to 
complete  the  computations  and  prepare  the  pay- 
roll checks  for  payment  at  the  end  of  the  Calendar 
Work  Week,  Friday  evening.  The  Committee  on 
Standard  Accounting  Methods  for  Architects  deter- 
mined that  many  offices  still  end  the  week  on  Friday 
and  pay  the  Employees  through  Friday  also.  This  is 
not  considered  good  practice  because  an  accurate 
record  of  time  spent  on  the  work  cannot  be  kept  if 
the  time  records  must  be  collected  before  the  end  of 
the  week.  On  the  other  hand,  if  the  time  records 
are  not  collected,  the  convenience  of  having  this 
Record  to  use  in  making  up  the  Payroll  checks  is 
lost.  The  Time  Records  can  be  prepared  with  any 
day  of  the  week  as  the  beginning  day. 

The  information  for  the  preparation  of  the  pay- 
roll and  for  the  entries  in  the  Payroll  Journal, 
discussed  in  Chapter  Twenty-four,  is  obtained  from 
the  Time  Record. 

For  example,  the  entry  on  line  3  of  page  1  of  the 
Payroll  Journal  is  based  upon  the  information  on 
the  Time  Record  of  John  Doe. 

John  Doe  worked  40  hours  at  $2.00  per  hour, 
earning  $80.00.  His  net  salary  for  the  week,  after 
deductions  for  O.A.B.  (Social  Security)  of  $0.80 
and  Withholding  Tax  of  $10.20,  is  $69.00.  The 
$80.00  is  distributed  as  follows: 


Indirect  Expense: 

Drafting    5  hours 

Direct  Expense: 

Job  No.   55-04 — Preliminary 30  hours 

Job  No.  44-06 — Preliminary 5  hours 


$10.00 


$60.00 
10.00 


70.00 


$80.00 


The  Payroll  Journal  may  be  used  at  the  option 
of  the  Bookkeeper  in  lieu  of  the  Time  Record  in 
entering  Payroll  deductions.  In  this  case  the  hours 
are  first  entered   in  Hours  Column  of  Form  201. 


Then  the  deductions  are  entered  in  sequence  across 
the  page  in  the  proper  column  and  the  amount  of 
the  check  is  entered  directly.  This  practice  is  not 
usually  advisable  unless  an  adding  machine  is  rvail- 
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able  with  a  subtract  key  so  calculations  for  each  line 
can  be  proved.  If  this  practice  is  followed,  none  of 
the  blanks  for  deductions  or  totals  on  the  81  2x1  1 
sheet  need  be  filled  in  by  the  bookkeeper  before  the 
entries  are  made  in  the  Payroll  Journal.  This  saves 
considerable  time  where  there  is  a  large  number  of 
employees. 

The  card  form,  A.  I. A.  Accounting  Form  602,  of 
the  Time  Record,  has  one  feature  that  should  be 
noted  A  complete  record  of  the  hours,  gross  and  net 
salary  and  the  deductions  are  included  on  the  stub. 
This  can  be  torn  off  and  given  to  the  employee.  This 


feature  loses  its  value  if  a  payroll  check  with  a  de- 
tachable portion  which  includes  this  information  is 
issued  the  employee  This  type  of  check  is  recom- 
mended because  the  Employee's  stub  can  be  typed 
directly  from  the  Payroll  Journal  as  the  check  is 
typed. 

A  time  record  is  needed  in  every  Architect's 
office  regardless  of  the  accounting  system  It  assists 
m  reducing  to  a  simple  operation  the  problem  of 
distributing  Direct  Personal  Service  Expense  to  in- 
dividual jobs. 
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PART   FOUR  — CHAPTER   TWENTY-TWO 

THE  EMPLOYEE  PAYROLL  RECORD 


The  Employee  Payroll  Record,  Form  402,  should 
be  maintained  for  each  principal  and  each  em- 
ployee Spaces  are  provided  in  this  record  for 
personal  history  and  for  recording  vacation  and  sick 
leave.  It  is  designed  for  the  orderly  accumulation 
of  quarterly  totals  so  quarterly  reports  to  Federal 
and  State  Governments  are  easily  prepared  It  pro- 
vides for  a  yearly  total  which  facilitate  the  prepara- 
tion of  employee  earning  statement  (W-2)  required 
by  the  U    S.  Government  and  similar  state  forms. 

The  information  for  filling  in  the  heading  of  this 
sheet    can    be    secured    from    the    Application    for 


Employment  in  the  first  place  It  can  be  changed 
from  time  to  time  as  the  situation  of  the  Employee 
changes   during   the   period   of   his    employment. 

The  entries  for  the  columns  pertaining  to  Com- 
pensation and  Deductions  from  compensation  are 
found  in  the  Payroll  Journal  and  are  transferred 
for  each   Pay  Period. 

Although  salaries  of  principals  are  not  presently 
sub|ect  to  O.A.B.  and  Income  Tax  Deductions,  it 
is  recommended  that  the  salary  record  be  main- 
tained for  each  principal,  if  two  or  more  principals 
are   in   business  together.   As  has   been   stated,   sal- 
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aries  of  principals  are  recorded  in  the  Cash  Journal 
in  Column  30  as  Indirect  Expense  and  in  Column 
39  as  Direct  Expense  to  more  accurately  determine 
the  results  from  operation  of  the  business.  Salaries 
paid  to  principals  are,  actually,  a  partial  distribu- 
tion of  profits.  It  is  essential  that  the  total  amount  of 
the  salary  paid  to  each  principal  be  readily  available 
for  the  preparation  of  the  Balance  Sheet,  Statement 
of  Profit  and  Loss,  and  Income  Tax  Returns.  The 
"Employee  Payroll  Record"  provides  a  convenient 
method  of  accumulating  these  payments. 

Entries  on  the  form  reproduced  in  this  chapter 
record  the  payroll  information  for  John  Doe  for 
the  two  months'  period  ended  February  28.  Infor- 
mation for  other  employees  will  be  entered  in  the 
same  manner. 

A  third  month  would  be  entered  in  a  similar 
manner.  At  the  end  of  the  quarter  the  columns 
are  totaled  and  the  amounts  entered  in  the  spaces 


provided  for  Quarterly  Totals.  These  amounts  can 
then  be  used  directly  in  making  out  the  reports  for 
the  Federal  Government  and  the  State  for  O.A.B., 
Withholding  Tax,  etc. 

The  spaces  for  vacation  and  sick  leave  provide 
for  a  record  of  each  of  these  items.  Both  must  be 
accounted  for  with  each  employee  in  many  offices. 
It  is  recommended  that  this  be  kept  as  a  balance 
due  the  employee  if  possible,  and  may  be  kept  in 
terms  of  days,  hours,  or  dollars  due  the  employee 
as  is  the  custom  of  the  office.  This  gives  an  imme- 
diate balance  always  available  for  the  employee's 
information.  The  balance  brought  forward  can  be 
written  over  the  words  "Vact."  and  "Sick,"  if  de- 
sired, at  the  start  of  the  year. 

Since  Vacation  and  Sick  Leave  Policies  vary 
greatly  from  office  to  office,  no  specific  recommen- 
dation is  made  here  concerning  keeping  an  account 
of  such  leaves,  but  a  definite  record  should  be  kept. 
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PART  FOUR  — CHAPTER  TWENTY-THREE 

FORMS  FOR  THE  PAYROLL  JOURNAL 


The  Payroll  Journal  is  a  part  of  the  "Basic  Sys- 
tem" and  is  essential  also  to  the  "Minimum 
System."  The  use  of  the  "Basic  System"  is  rec- 
ommended since,  as  has  been  emphasized,  the 
value  of  the  Job  Cost  information  so  obtained  more 
than  justifies  the  small  additional  time  and  effort. 

A. I. A.  Forms  201,  202  and  203  comprise  the 
Payroll  Journal.  Sample  forms  are  presented  here, 
with  the  explanation  of  the  use  of  each  column 
overprinted  to  indicate  the  entries  which  should  be 
made  in  each  column. 

As  many  Distribution  Sheets  may  be  used  as  nec- 
essary to  supply  columns  for  the  total  individual 
jobs  in  the  office. 


Although  the  columns  in  the  Payroll  Journal  for 
the  distribution  of  job  costs  and  the  Job  Cost 
Records  are  provided  with  classification  (CD 
columns  for  designating  the  stage  of  the  work, 
i.e.:  Preliminary,  Specifications,  etc.  It  may  be 
desirable  on  some  jobs  to  make  a  clear  distinction 
between  the  costs  of  the  several  stages  of  the  work. 
This  may  be  accomplished  by  using  separate 
columns  in  the  Payroll  Journal  Distribution  Sheet 
for  each  stage  of  the  work  on  each  job.  Separate 
Job  Cost  Records  may  then  be  maintained  to  ac- 
cumulate the  cost  for  each  stage  for  each  job. 

Where  work  from  one  Stage  overlaps  another, 
particularly  on  large  jobs,  the  method  described 
above  may  prove  more  satisfactory. 
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PART  FOUR  —  CHAPTER  TWENTY-FOUR 

KEEPING  THE  PAYROLL  JOURNAL 


The  Payroll  Journal,  as  the  name  suggests,  serves 
as  a  convenient  book  of  original  entry  for  the  Pay- 
roll of  the  firm.  It  provides  columns  for  the  entries 
which  are  essential  in  securing  the  net  amount  due 
each  employee.  It  also  furnishes  a  direct  and  easy 
means  of  distributing  the  direct  personal  services 
expense  to  each  job. 

The  information  for  the  entries  in  the  Payroll 
Journal  and  for  Distribution  to  the  Jobs  is  obtained 
from  the  Time  Record  discussed  in  Chapter 
Twenty-One. 

The  forms  for  the  Payroll  Journal  provide  spaces 
for  the  name,  check  number,  rate  of  pay,  gross 
salary  of  principals  and  employees,  and  for  deduc- 
tions and  the  net  salaries  paid.  They  also  provide 
for  a  separation  of  expenses  into  Indirect  Expense 
and  Direct  Expense  for  both  principals  and  em- 
ployees salaries  paid.  The  distribution  Sheet  or  fly- 
leaf, A. I. A.  Accounting  Form  203,  is  designed  for 
the  distribution  of  the   Direct   Expense  portion   of 


both  the  principal's  and  the  employee's  payroll 
to  individual  jobs.  A  space  for  inserting  the  classifi- 
cation, or  stage  of  the  work,  hours,  and  gross  salary 
for  each  person  working  on  each  job  is  also  provided. 
The  total  of  the  job  distribution  columns  should  bal- 
ance or  be  equal  to  the  combined  total  of  columns 
15  and  16,  Direct,  Personal  Services,  Principals  and 
Employees. 

Entries  in  the  Payroll  Journal  are  made  for  each 
employee  for  each  payroll  period.  The  names  of  the 
Employees  are  first  listed,  (this  may  be  done  on  the 
typewriter) .  The  hours  and  rate  are  then  entered. 
These  can  be  taken  directly  from  the  Time  Record. 
As  an  example,  A.  B.  Slide  has  been  entered  on  line 
one  of  A. I. A.  Accounting  Form  201  with  40  hours 
and  $2.50  per  hour  entered  in  the  proper  columns. 
The  next  operation  is  to  determine  the  gross  salary. 
This  can  be  done  by  manual  or  machine  computa- 
tion or  from  Salary  Tables. 

It  may  be  convenient  to  list  the  number  of  de- 
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pendents  which  each  employee  claims  following  the 
employee's  name  so  this  information  will  be  avail- 
able as  each  payroll  is  entered.  This  will  simplify 
the  computing  of  the  Withholding  Tax  deductions. 
The  amount  of  O.A.B.  and  withholding  deduc- 
tions are  entered  in  columns  5  and  6  of  A. I. A.  Ac- 
counting Form  201.  The  amounts  of  these  de- 
ductions may  be  determined  by  percentage  for 
O.A.B.  and  from  convenient  tables  for  Withholding. 


Other  deductions  required  by  law  vary  with  the 
states.  Space  has  been  provided  on  Form  202  for 
such  deductions  as  may  be  necessary. 

The  Payroll  Journal  reproduced  herewith  indicates 
the  entry  of  the  entire  payroll  including  weekly 
salary  withdrawals  of  principals  and  salaries  of 
employees.  After  each  payroll  has  been  entered  the 
book   is  ruled  as  shown  and  each  column  totaled. 
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These  totals  comprise  the  information  for  the  pay        Record,  A. I. A.  Accounting  Form  401,  as  explained 

period  payroll  summary  entry  in  the  Cash  Journal.         jn  Chapter  Twenty-five. 

(See  Chapter  Thirteen.)   This  is  obtained  from  the 

Payroll  Journals,  Column  5  through  Column  16.  The  Job  Distribution  Sheet  included  in  the  Pay- 

roll Journal  serves  to  accumulate  the  Personal 
Services  Expense  for  each  job.  Columns  are  provided 
for  the  classifications  of  the  work,  the  number  of 
hours  used,  and  the  amount  to  be  charged  to  the 
job  during  the  pay  period. 


The  totals  in  the  Job  Distribution  columns  of  thp 
Payroll  Journal  are  the  source  of  the  amounts  en- 
tered in  the  Personal  Services  Columns  of  Job  Cost 
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The  Job  Classification  column  serves  to  separate 
the  expense  of  one  phase  of  the  work  from  another. 
P.  is  for  Preliminary;  W.  for  Working  Drawings, 
etc.  At  the  end  of  the  week  or  month  each  column 
can  be  adjusted  by  adding  all  the  P.  and  all  the  W. 
items  separately  and  entering  them  separately  on 
the  Job  Cost  Record.  Occasionally  there  may  be  an 
entry  in  both  categories  for  the  same  job  for  the 
same  period. 


It  may  be  desirable  on  some  jobs  to  make  a  clear- 
er distinction  between  the  costs  of  the  several  stages 
of  the  work.  This  may  be  accomplished  by  using 
separate  columns  in  the  Job  Distribution  Sheet  for 
each  stage  of  the  work.  Separate  Job  Cost  Records 
can  then  be  maintained  to  accumulate  the  cost  for 
each  staae,  if  desired,  or  the  totals  of  the  columns 
for  each  stage  of  the  work  can  be  transferred  to 
the  same  Job  Cost  Record.  The  method  which  will 
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avoid  confusion  and  accumulate  the  cost  informa- 
tion in  the  most  desirable  manner  in  the  individual 
case  should  govern  the  procedure  to  be  followed. 

It  is  not  necessary  to  record  salaries  in  the  Pay- 
roll Journal  in  the  Minimum  System  where  Job  Cost 


Records  are  not  maintained.  It  is  believed,  how- 
ever, that  all  firms  will  find  it  more  convenient.  It 
is  also  believed  that  eventually  all  firms  will  realize 
the  value  of  maintaining  job  costs  so  certain  proce- 
dures leading  to  the  full  use  of  the  system  may 
well  be  established  at  the  outset. 
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PART  FOUR  —  CHAPTER  TWENTY-FIVE 

THE  JOB  COST  RECORD 


All  of  the  expenses  of  the  architect's  office  are 
paid  or  incurred  in  connection  with  jobs.  The 
Job  Cost  Record,  A. I. A.  Accounting  Form  401,  is 
designed  to  accumulate  the  items  of  expense  inci- 
dent to  or  in  connection  with  individual  jobs. 

The  expenses  fall  into  two  classifications:  Direct 
Expense  and   Indirect  Expense 

Direct  Expense  includes  expenses  paid  in  connec- 
tion with  a  specific  job. 


Indirect  Expense,  sometimes  referred  to  as 
"Overhead,"  includes  operation  expenses  which  can- 
not be  identified  with  a  specific  job. 

Direct  Expense  is  entered  in  the  Cash  Journal  in 
Columns  39  through  45  and  is  also  entered  on  the 
Job  Cost  Record  of  each  Job. 

The  Job  Cost  Records  reproduced  here  cover  the 
two-month  period  ended  February  28,  1955. 
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The  Direct  Personal  Services,  Principals  and  Em- 
ployees, are  usually  entered  as  one  figure  in  the 
Job  Cost  Record  from  the  weekly  totals  in  the  Job 
Distribution  columns  of  the  payroll  journal.  If  de- 
sired, separate  entries  for  Employees  and  Principals 
time  for  each  pay  period  can  be  made  on  succeed- 
ing lines  in  the  Job  Cost  Record  to  keep  them 
separate.  The  date  the  payroll  is  paid  is  entered  in 
the  Date  column  of  the  Job  Cost  Record,  the  refer- 
ence "P.D.,"  Payroll  Distribution,  is  entered  in  the 
Reference  Column,  the  stage  of  the  work  "P,"  Pre- 
liminary, "J,"  Supervision;  etc.,  is  entered  in  the 
"CL,"  Classification  Column  and  the  amount 
chargeable  to  the  job  is  entered  in  the  Amount 
Column  for  Personal  Services. 


If  desired  separate  sheets  or  separate  sides  or 
parts  of  the  same  sheet  may  be  used  to  post  the 
expense  of  the  Preliminary;  Working  Drawing 
and  other  stages  of  the  work.  This  will  obviate  the 
necessity  of  adjusting  the  figures  for  each  stage  at 
the  end  of  the  job  and  the  total  column  at  the  left 
of  the  sheet  will  then  provide  a  current  total  of  each 
particular  stage  of  the  work  instead  of  the  total  ex- 
pense for  the  job  to  date. 

Direct  Expenses  such  as  Professional  Fees,  Special 
Payments,  Miscellaneous,  and  Reimbursable  Items 
are  entered  in  the  Job  Cost  Record  in  the  column 
indicated.  These  amounts  are  entered  from  the  Dis- 
tribution    Sheet    prepared    from    each    supplier's 
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invoices.  The  entries  to  Job  Costs  are  made  as  the  The   entries    in    the    Job   Cost    Records    may   be 

invoices  are  paid  and  entered  in  the  Cash  Journal.         proved  to  the  Direct  Expense  columns  in  the  Cash 
(See  Chapter  13.)  Journal  by  listing  the  expenses  as  follows: 


THE  JOB   COSTS   RECORDS 


Personal 
Services 

Prof. 
Fees 

Special 
Payments 

Miscellaneous 

Reimbursable 

Items 

Total 

Job  No. 

55.01 

$1160.00 

$1800.00 

$75.00 

$  58.75 

$15.00 

$3108.75 

Job  No. 

55.02 

605.00 

400.00 

46.90 

1051.90 

Job  No. 

55.03 

565.00 

1000.00 

146.67 

171  1.67 

Job  No. 

55.04 

305.00 

15.00 

320.00 

$2635.00  $3200.00        $75.00  $267.32  $15.00  $6192.32 
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THE  CASH   JOURNAL 

Direct  Personal  Services: 

Principals'   Salaries  —Column   39  $   875.00 

Employees'  Salaries — Column  40  1760.00 

Professional  Fees  — Column  41 

Special  Payments  — Column  42 

Miscellaneous  — Column  44 

Reimbursable  Items  — Column  45 


$2635.00 

3200.00 

75.00 

267.32 

15.00 

The  Indirect  Expense  in  the  illustration  have 
been  distributed  on  the  basis  of  Direct  Man  Hours 
which  is  the  basis  determined  to  be  the  most  com- 
prehensive by  the  committee  for  Standard  Account- 
ing   Methods    for    Architects.     (Indirect    Expenses 


$6192.32 


comprise  all  operating  expenses  which  do  not  fall 
into  the  classification  of  Direct  Expense  and  are 
prorated  by  using  the  Job  Cost  Factor.  This  is  ex- 
plained and  illustrated  in  Chapter  Twenty-Six.) 
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PART  FOUR  — CHAPTER  TWENTY-SIX 

INDIRECT     COST    ALLOCATION 


Indirect  expense  includes  all  expenses  paid  in 
the  operation  of  the  business,  but  which  are  not 
directly  associated  with  or  chargeable  to  a  specific 
job.  Such  expenses  are  the  items  entered  in  Col- 
umns 14  through  31  in  the  Cash  Journal,  Chapter 
Thirteen. 

The  total  Indirect  Expense  is  distributed  to  Job 
Costs  on  the  basis  of  the  direct  man-hours  required 
to  produce  each  job. 

The  Indirect  Expense  Factor  is  determined  by 
dividing  the  total  indirect  expenses  for  the  year  to 
date  by  the  total  number  of  direct  man  hours  for 


the  year  to  date  on  all  jobs.  The  Indirect  Expense 
to  be  charged  to  each  job  is  then  computed  by 
multiplying  the  number  of  direct  man  hours  on  the 
job  for  the  year  to  date  by  the  Indirect  Expense 
Factor. 

Although  indirect  expenses  calculated  on  an  an- 
nual basis  will  reflect  a  more  accurate  determina- 
tion of  individual  job  costs,  it  is  advisable  to  make 
calculations  monthly.  In  making  monthly  calcula- 
tions, the  figures  should  be  accumulated  month- 
to-month,  thus  reflecting  a  more  nearly  average 
determination  as  the  year  progresses. 


*• 

AIA 
ACC1 
'OIM 

504 

o 

IN 
Al 

Feb 

INC 

500 

SOI 
502 
503 
504 
505 
506 
507 
508 
509 
510 
511 
513 
513 
514 
515 
516 
517 
518 
519 
530 
521 
522 
523 
524 
525 

DIRECT  COST 
LOCATION 

ruarv          io55 
IRECT  EXPENSE 

SALARIES,    PRINCIPALS 

CURRENT 

MONTH 

i      2  5  5.0  0 

YEAR  TO 

DATE 

t       5  65.0  O 

PROFESSIONAL    FEES 

o 

SPECIAL    PAYMENTS 

nilPlirATIDN 

POSTAGE    AND    TRANSPORTATION 
TRAVEL    AND    ENTERTAINMENT 

3  O.oo 
2  6-85 

4   1.4.*f 

AUTOMOBILE    EXPENSE 

4  1.7  8 

UTIIITIF*; 

o 

OFFICE  AND   DRAFTING   SUPPLIES  AND  EXPENSES 

3.8  5 

2  9.65 

TELEPHONF     AND     TFIFP.BAPH 
SALARIES,    EMPLOYEES 

1  9  47 
/  6  O.oo 

4  2.79 
3  20.00 

TAXES,    OTHER    THAN    INCOME 

32  25 

DUES  AND  REGISTRATION  FEES 
Rfincs   ANn   PFRinnirAii 

CONTRIBUTIONS 

INSIIDANrF 

DEPRECIATION.    AUTOMOBILES 

AMORTIZATION,    IMPROVEMENTS   TO   LEASEHOLD- 

PFN*mN<; 

u 

Miscellaneous  Expense 

3  06  25 

3/845 

u 

u 

o 

TOTAL  INDIRECT  EXPENSE    .... 

i    801.42 

Kl  545.09 

m 


STANDARDIZED  ACCOUNTING  FOR  ARCHITECTS 


Part  4 --Chapter  26 --Page  2 


Form  504,  Indirect  Expense  Allocation,  repro- 
duced here,  reflects  the  computation  of  the  In- 
direct Expense  Factor     for  two  months. 

The  Indirect  Expense  is  distributed  to  individual 
jobs  by  multiplying  the  direct  man  hours  on  each 
job  by  the  Indirect  Expense  Factor.  See  Job  Costs 
Records,  Chapter  Twenty-five. 

The  Indirect  Expense  Factor  must  be  computed 
and  distributed  to  individual  jobs  on  the  basis  of  ex- 
pense and  direct  man  hours  of  the  current  year. 


The  Indirect-Direct  Expense-Ratio  provides  an 
index  between  the  Direct  Expense,  Salaries  and 
total  Indirect  Expense.  This  ratio  results  from  di- 
viding the  "Indirect  Expense  Factor"  by  the  Hour- 
Rate  Average"  for  the  period.  The  "Hour  -  Rate 
Average"  is  the  total  Direct  Expense,  Salaries  di- 
vided by  the  total  "Job-Hours"  for  the  period.  This 
Ratio  will  serve  as  an  immediate  indication  of  too 
high  Indirect  Cost  in  comparison  with  Production 
Cost. 
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Form  504,  Indirect  Expense  Allocation,  repro- 
duced here,  reflects  the  computation  of  the  In- 
direct Expense  Factor     for  two  months. 

The  Indirect  Expense  is  distributed  to  individual 
jobs  by  multiplying  the  direct  man  hours  on  each 
job  by  the  Indirect  Expense  Factor.  See  Job  Costs 
Records,  Chapter  Twenty-five. 

The  Indirect  Expense  Factor  must  be  computed 
and  distributed  to  individual  jobs  on  the  basis  of  ex- 
pense and  direct  man  hours  of  the  current  year. 


The  Indirect-Direct  Expense-Ratio  provides  an 
index  between  the  Direct  Expense,  Salaries  and 
total  Indirect  Expense.  This  ratio  results  from  di- 
viding the  "Indirect  Expense  Factor"  by  the  Hour- 
Rate  Average"  for  the  period.  The  "Hour  -  Rate 
Average"  is  the  total  Direct  Expense,  Salaries  di- 
vided by  the  total  "Job-Hours"  for  the  period.  This 
Ratio  will  serve  as  an  immediate  indication  of  too 
high  Indirect  Cost  in  comparison  with  Production 
Cost. 
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PART  FIVE  — CHAPTER  TWENTY-SEVEN 

ACCOUNTS  BETWEEN  OWNERS  OR  CLIENTS  AND  THE  ARCHITECT 


The  Architect  should  keep  very  accurate  records 
of  the  financial  transactions  with  each  of  his  clients. 
This  may  be  done  in  two  ways. 

First,  it  may  be  accomplished  with  a  simple,  but 
complete  file  of  the  financial  papers  pertaining  to 
each  Job  kept  in  chronological  order.  These  include 
the  signed  contract  and  copies  of  invoices  and 
statements  rendered  to  the  Client  and  records  of 
payments  received.  Invoices  and  statements  should 
be  typed  with  copies  made  for  this  purpose.  Records 
of  payments  received  can  be  conveniently  accomp- 


lished by  filing  copies  of  a  simple  "Thank-you" 
letter,  which  acknowledges  the  amount  of  each 
payment  received  from  the  owner.  Such  letters 
should  recite,  also,  the  status  of  the  account  be- 
tween the  Architect  and  Owner  to  date,  so  there 
will  be  a  definite  understanding  concerning  money 
owed  and  paid  at  all  times. 

The  file  as  described  above  should  be  kept  sep- 
arate from  all  other  papers  pertaining  to  the 
client's  work,  so  it  will  be  available  for  immediate 
reference    at    any   time,    should   the   owner  ask   to 
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view  it.  The  record  should  be  kept  in  strict  chrono- 
logical order  and  the  statements  and  papers  should 
be  fastened  into  the  file  in  their  proper  order. 

The  second  method  is  to  set  up  and  keep  a  ledger 
of  the  accounts  with  clients.  This  ledger  is  not  a 
part  of  the  General  Ledger.  It  should  be  set  up  as 
a  Clients'  Ledger  and  can  be  kept  as  a  separate 
section  in  the  same  Binder  as  the  General  Ledger, 
at  the  back  of  the  Payroll  Journal  or  in  any  con- 
venient Binder.  The  Sample  Account  entered  on 
A. I. A.  Accounting  Form  No.  301  included  here- 
with is  an  example  of  the  typical  entries  which  are 
made.  These  entries  are  entered  from  the  Cash 
Journal.  Line  12,  Cash  Journal  for  January,  shows 
that  payment  was  received  from  X.  Y.  Development 
Company  on  Jan.  10th,  in  the  amount  of  $2600.00 
in  payment  for  fees  due.  This  is  entered  in  the 
Credit  Column.  Lines  15  and  16,  Cash  Journal 
for  February  shows  that  payments  were  received 
from  X.  Y.  Development  Company  on  February 
25th,  in  the  amount  of  $4300.00  for  fees  and  $8.75 
for  Reimbursement  for  telephone  expense  paid  by 
the  Architect  for  the  Owner.  These  also  are  entered 
in  the  Credit  Column  of  the  sheet.  It  will  be  noted 
that  Statements  which  were  sent  out  on  the  first 
of  each  month  are  entered  in  the  Debit  Column. 
The  amounts  are  the  same  as  those  which  were  paid 
later  in  the  month.  At  the  end  of  February,  the 
Account  is  closed  with  no  balance  due. 

A  separate  ledger  sheet  (A. I. A.  Accounting  Form 
301  )    is  set  up  for  each   client  and   usually  each 


separate  job  for  each  separate  client,  as  it  is  done 
in  the  example  included  herein,  All  payments  re- 
ceived from  the  client  are  recorded  on  the  ledger 
account  as  they  are  received  and  entered  in  the 
Cash  Journal.  If  the  amount  of  the  invoices  ren- 
dered each  client  are  also  recorded  in  this  ledger, 
the  current  status  of  the  account  of  each  client 
can  be  secured  by  inspection  of  the  balance  column 
of  the  account. 

A  summary  of  the  accounts  of  the  clients  should 
be  included  on  each  invoice  sent  out  by  the  Archi- 
tect. The  owner  can  then  check  his  own  accounts 
of  the  transaction.  This  summary  should  clarify  the 
basis  upon  which  the  fee  is  computed,  and  should 
include  the  amount  of  the  computed\fee,  the  pay- 
ments previously  received,  the  amount  of  the 
current  payment  due  and  the  balance  yet  to  be 
paid. 

Ordinarily  the  fee  will  be  segregated  into  the 
Preliminary,  the  Working  Drawing,  and  the  Con- 
struction stages  and  a  summary  of  the  status  of 
each  of  these  usually  should  be  included  with  each 
statement. 

When  the  contract  between  the  Owner  and  the 
Architect  calls  for  monthly  payments  on  an  ac- 
count, invoices  will  be  sent  out  frequently  and  the 
owner  will  have  many  occasions  to  check  his  rec- 
ords of  the  account.  All  the  information  possible 
should  be  included  on  each  invoice  to  assist  the 
owner  in  his  check. 
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PART  FIVE  — CHAPTER  TWENTY-EIGHT 

ACCOUNTS  BETWEEN  CONTRACTOR  AND  OWNER 


The  Owner-Contractor  account  for  each  job 
should  be  kept  by  the  Architect.  The  procedure 
recommended  with  this  accounting  system  is  very 
simple  and  does  not  involve  an  elaborate  set  of 
Journals  or  Ledgers. 

Forms  designed  to  give  a  complete  accounting 
of  the  Owner-Contractor  transactions  and  at  the 
same  time  serve  another  necessary  purpose  are  in- 
cluded as  a  part  of  this  system.  These  forms  are: 

a.  Change  Order. 

b.  Contractor's  Request  for  Partial  Payment. 

c.  Certificate  for  Payment. 

These  are  available  in  varied  colors  in  quadrupli- 
cate sets  with  extra  sheets  for  rough  and  extra 
copies.  Each  of  these  forms  should  be  numbered 
consecutively  for  each  job  with  a  prefix  of  CO., 
R.P.  or  C.P.  for  Change  Order,  Request  for  Partial 
Payment  or  Certificate  for  Payment,   respectively. 

The  most  convenient  method  of  numbering  is 
probably  a  combination  of  the  Office  Job  Number 
and  a  consecutive  issuance  number  for  the  form 
for  each  Job.  For  example,  CO.  55-19-6  might 
mean  Change  Order  No.  6  on  Job  55-19.  The 
55  in  this  case  indicates  the  year  and  19  the  19th 
job  handled  by  the  office  during  the  year  1955.  An 
initial  such  as  A  for  Architectural,  M  for  Mechani- 
cal, can  be  added  to  the  order  number  if  separate 
contractors  are  used  for  separate  parts  of  the  work. 

The  filing  of  these  three  forms  for  each  job  is 
important  as  pointed  out  in  the  discussion  of  the 
Change  Order.  They  should  be  placed  in  a  separate 
file  folder  or  at  least  in  a  separate  section  of  a 
folder.  They  should  be  filed  together  chronologically 
in  the  order  of  the  approval  date  of  the  Change 
Order,  the  receipt  date  of  the  Request  and  the  is- 
suance date  of  the  Certificate  for  Payment.  In  this 
way,  Change  Orders  not  listed  on  a  previous  Cer- 
tificate for  Payment  will  be  filed  in  front  of  this 
Certificate  and  will  be  available  for  ready  reference 
during  the  month  and  for  listing  on  the  next  Certifi- 
cate for  Payment  which  is  issued.  Proper  and  careful 


filing  is  the  most  important  step  in  using  these 
forms  for  keeping  the  Owner-Contractor  Accounts. 
If  Change  Orders  are  properly  listed  on  the  next 
Certificate  for  Payment,  the  statement  of  the  status 
of  the  work  included  thereon  will  give  the  Owner, 
the  Contractor,  and  the  Architect  a  complete  ex- 
planation and  picture  of  the  current  situation  per- 
taining to  the  financial  status  of  the  Job  as  of  the 
date  of  issuance  of  each  Certificate  for  Payment. 

The  contract  between  the  owner  and  the  con- 
tractor will  set  out  a  contract  sum.  This  is  the 
"Amount  of  the  Contract."  If  this  amount  is 
changed  because  of  changes  in  the  work  made  by 
the  Owner  through  the  Architect,  the  Amount  of 
the  Contract  should  change  correspondingly. 


CHANGE  ORDER   FORM 

The  Change  Order  Form  is  used  to  record  the 
details  of  the  changes  in  the  work  and  Contract 
Amount  ordered  by  the  Owner  and  agreed  to  by 
the  Contractor.  The  Change  Order  form,  which  is 
A. I. A.  Accounting  Form  701,  is  designed  to  be 
used  with  the  Certificate  of  Payment  A.I  A.  Ac- 
counting Form  703.  Together  these  two  forms  con- 
stitute a  means  of  keeping  the  Owner  Contractor 
Account. 

The  chief  purpose  of  the  Change  Order  Form  is 
to  record  the  definite  amount  of  the  change  in  the 
contract  resulting  from  the  addition  or  reduction 
in  the  work  described  thereon,  to  define  the  exact 
nature  of  the  change  in  the  work  to  be  done  under 
the  contract  between  the  owner  and  the  contractor, 
and  to  note  any  change  in  the  contract  time.  A 
specific  and  concise  specification  of  the  changes 
covered  by  the  Change  Order  should  be  prepared 
by  the  Architect  and  inserted  in  the  Change  Order 
Form  in  the  space  provided  therefor. 

The  Change  Order  Form  is  available  in  quad- 
ruplicate with  each  copy  of  a  set  in  a  different 
color.  These  sheets  are  indicated  as  the  owner's, 
the  architect's,  the  contractor's,  and  field  copies. 
An  extra  copy  can  be  obtained  by  using  the  work 
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pad  sheets  for  the  extra  copies  required,  or  for 
smaller  offices  the  work  pad  sheets  can  be  used  for 
all  copies. 

Change  Orders  should  be  numbered  consecutive- 
ly for  each  job,  or  for  each  contract  on  each  job, 
as  outlined  above.  This  will  assure  that  no  change 
orders  are  overlooked  when  they  are  listed  on  the 
Certificate  for  Payment  in  the  order  of  their  ap- 
proval. Each  change  order  should  be  listed  on  the 
first  Certificate  for  Payment  issued  after  it  is 
approved. 

After  a  Change  Order  is  issued,  the  Owner's, 
Architect's  and  Contractor's  copies  are  sent  to  the 
Owner.  The  Field  Copy  is  placed  in  the  file  as  a 
temporary  reference.  If  the  Change  meets  the 
Owner's  approval,  he  will  return  two  signed  copies 


to  the  Architect.  One  of  these,  the  Contractor's 
copy,  is  issued  to  the  Contractor  immediately;  the 
other,  the  Architect's  copy,  is  filed  in  the  Architect's 
job  file  just  in  front  of  the  last  Change  Order,  or 
Certificate  for  Payment  issued.  The  field  copy  is 
at  this  time  sent  to  the  job  for  field  reference.  (It 
is  almost  mandatory  that  an  individual  file  be  kept 
for  these  forms  so  they  are  available  for  immediate 
reference.) 

When  the  Certificate  for  Payment  is  issued,  it  is 
simple  to  enter  the  Change  Orders  approved  by 
the  Owner  since  the  last  Certificate  was  issued.  A 
copy  of  the  new  Certificate  is  then  filed  in  front 
of  the  Change  Orders  approved  since  the  previous 
Certificate  was  issued.  This  cycle  usually  will  be  of 
one  month's  duration. 
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Install  an  additional  window  in  Roum  SOI.   Thla 
window  shall  be  the  same  in  every  reepeot  aa  the 
•ingle  window  ahown  on  the  drawings  of  this  room. 
All  applicable  specifications  shall  apply  to 
thla  work. 


O 
O 

U  WITH  (| 

OWNiTl    A**tOVAt_ 


THE  AMOUNT  OF  THE  CONTRACT  Will  BE  (INCREASED)  < 
»     «  «  «  THREE  HuHDRED  3UTY-THRJ3K  j 


I  IN  THE  SUM  OF: 


_DOllARS  (* 363.00 


-) 

UNO  CHANCE)  IN  JHE  .CONTRACT   TIME  OF     TWO    HmrppKp    FOPTT-FIVg       neve 

X-Y  Dwlopaant  t,0n,T,tny  Slld.-C.D.   Rule 


J^L$i9.££  -.     Tt^  6j  7^W*» 


rtJ3J£o& 
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REQUEST  FOR   PARTIAL   PAYMENT 

When  the  contract  calls  for  the  making  of 
periodic  payments  to  the  contractor  during  the 
course  of  the  work,  a  record  of  such  payments  must 
be  kept.  The  forms  for  the  Request  for  Partial 
Payment  and  the  Certificate  for  Payment  are  de- 
signed to  make  this  procedure  possible. 

Each  request  which  the  Contractor  makes  for 
payment  can  be  made  on  A. I. A.  Accounting  Form 
702,   Request  for   Partial   Payment.  This  form  will 


show  the  breakdown  of  the  Job  into  items  of  work 
with  the  amount  allocated  to  each.  It  should  provide 
sufficient  information  to  permit  the  Architect  to 
check  the  amount  of  the  payment  requested  by 
the  contractor  and  also  to  fill  in  the  "Certificate 
for  Payment"   form. 

The  Request  for  Partial  Payment  form  can  be 
secured  with  the  spaces  for  the  amounts  and  signa- 
tures on  the  back  of  the  form  or  on  a  second  sheet, 
if  desired.  This  permits  a  more  detailed  breakdown 
on  larger  jobs. 


REQUEST  FOR 
PARTIAL  PAYMENT 


o 


ARCHITECT'S   COPY 


ARCHITECT'S  JOB  M»  54-05 


I    -    Y   DKYBLOPMKNT    gflMPAHY 


contractor's  request  Nn      Three 

PERIOD    fCQM     1-1-55        in    1-31-55 


W  PARTIAL  PAYMENT,  AS  SHOWN   BEIOW,   IN  CONNECTION  WITH  THF  QEHHftAL    CONSTRUCTION 

FOR  YOUR STORE  BUILDING  PROJECT  No.  OHB 


OWNER      REQUEST     IS    MADE    FOR 

WORK 

-PROJECT 


o 


o 


Soaffolda  and  oleanlng_ 
Steal  Jolata  and  deok 


O 

o 

o- 


MlaoeHaneoUB  Iron 


Bronte   and   aluminum  work 


Roofing  and   ahoet  metal 


_IoAl9t._Eartlt.lons 


.H.«taJLjrt,nd.oa» 


JialAl  dsaca  . 


f>1a__  and   gla«1ng 


Carpentry  work 


Hardwara 


Lath  and  claat-r 


_E.ain_J.ng_ 


Ma  .hi  m   wn.  _ 


Tile   and  Te.ra__o 


r.nmpnwltlon   floors 


Sprinkler  ayata 


K1__t.l__l    work 


Plnmhlng    wn._ 


A1r  onnril tinning 


El wvatnra 


_3_6_,690 
81.670 


19,699 


JL,Baa 


19,701 


4,104 


___>J___ 


31,920 


21,423 


3a_S_ 


5a.i___ 


_1_^___1 


_i»__ia 


16.991 


5,664 


_2S,9_U1 


60,967. 


.._J_^___ 


]__,.?.[) 


_66<___a. 


7,305 


19,699 


_2,054: 


19,701 


-,K1.S 


___^1Q8_ 


12.35Q 


_SU48SL 


.j^aoa 


58,196 


15,480 


_1.J_5S_. 


16,991 


__L,66* 


26,92.. 


60,9B7 


___V5_J_ 


1  P.   ,  9PO 


__5^&66 


_5J.0Q 


..,..?.0 


900 


985,970   989,222   106,250.14  170,120   819,102 


-IS. 


08 


.-,...  n 


1,700 


J_U___1 


la, mo 


17,iqn 


IP.,729 


_2._5Q 


19,723 


0.800 


_5_U___A 


15,480. 


1.560 


16. 991 


_&.S6__ 


16.787 


_2_^___L 


ms,nyi 


___L-666. 


0KB  HUHDR--)   3LX   THOTTfUW.    Tf"  HnHDRH)   PTPTY   »   »   »     nr>n_».    ($_ 

10  -    AS   ifT   OUT    IN    TM[    CONTtACT    DOCUMENT*    SHAll   •(   DEDUCTED 


FROM    WHICH    ■ETAINAGE   I 


DATE_F_____*_7__L 


JOMAIHAH  3T0HE 


_i°  66 


^T7/Z/A¥ 


■I 
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CERTIFICATE   FOR  PAYMENT 

The  Certificate  for  Payment  form  provides  a 
record  of  the  Financial  situation  pertaining  to  each 
job.  This  is  A. I. A.  Accounting  Form  703  and  is 
furnished  in  quadruplicate  also.  It  is  first  a  notice 
to  the  Owner  certifying  that  a  payment  in  the 
amount  set  out  is  due  the  Contractor.  Second,  it 
includes  an  accounting  of  the  current  status  of  the 
work.  The  total  amount  of  Change  Orders  approved, 
previous   payments,   approved,   and   amounts  with- 


held to  date  are  all  shown.  Each  change  order  is 
listed  on  the  Certificate  for  Payment  issued  next 
after  Change  Orders  are  approved.  The  accumulated 
total  of  Change  Orders  from  one  Certificate  is  then 
carried  forward  to  the  following  Certificate  for  Pay- 
ment  issued. 

All  other  figures  necessary  to  complete  the 
statement  of  the  current  status  of  the  job  are  taken 
directly  from  the  Request  for  Partial  Payment  sub- 
mitted by  the  Contractor. 


CERTIFICATE 
SS        FOR  PAYMENT 


o 


ARCHITECT'S  JOB  Np     54-05 


Y  DEVELOPMENT  COMPANY 
San  Antonio,  Texas 


O 


-OWNEB  CERTIFICATE   No 03    54-05 

date  February  4   i  o  56 
THIS  IS  TO  CERTIFY  that  in  accordance  with  your  contract  DATED_NQY9mbflr__ii9_5A_ 
JONATHAN      STONE CONTRACTOR 


General   Construction 


_IS  ENTITLED  TO  THL 


Third 


o 


which  is  for  the  period January  1st 


.19  55    through  January   31       :9  55   in  the  amount  of, 


NINETY-FIVE  THOUSAND  3IX  HUNDRED  TWENTY-FIVE —    noiiAC*  ft  95,625.00 

THE   PRESENT   STATUS   OF   THE   ACCOUNT   FOR   THE   ABOVE   CONTRACT   IS  AS  FOLLOWS 

ORIGINAL   CONTRACT   SUM t     9B5r 970.00 

ADDITION*  DEDUCTIONS 

«.   2.465  POTT 


CHANGE  ORDERS   APPROVED  IN  PREVIOUS  MONTHS   BI   OWNER  IOTAL 

CHANGE    ORDER    No FOUI* APPtriVFh  JftJW     3  i°55 

CHANGE    ORDER    No FJV9 tWinvfn  Jail»      19  .B  55 

change  order  n„       Seven       APMovtn  Jan*    29  .p  55 


O 


CHANCE    ORDER    M~          ElRilt  i„anvm  J&n.     29 

CHANGE    ORDER    No ARRROVED_ 


,.55 


CHANGE   ORDER    No_ 


221.00 

331.00 
458.00 


.    S,46g.j0o|s         216 


210 


HI 


TOTAL  ADDITIONS     $__ 

SUB  TOTAL     $_ 

TOTAL  DEDUCTIONS     $_ 


^ 


3.*S2i00 


989.433.oo 
210.00 


o 


o 


TOTAL  AMOUNT  OF  CONTRACT  TO  DATE  t  9fifl,ggg.nn 

WORK  STILL  TO  FINISH  (THIS  DATE)  .   .   .   %  F>T9,.Og.0Q 

DUE  CONTRACTOR  TO  DATE t  170,120^00 

LESS  RETAINAGE_10_<* $  17,012.00 

TOTAL  TO  BE  DRAWN  (TO  DATE) t  153,108.00 

CERTIFICATES  PREVIOUSLY  ISSUED  ....   *  67,463.0(1 

THIS    CERTIFICATE S,  95r62E.|OQ 


.  cj^LXS.^ 


O 


harain   ond    ■'.    ■liuonco, 
an,    right   ot   fh*  Own. 


-ilfcovt    p'l.ud.n    H> 


JONATHAN      STONE 


-CONTRACTOR 


A.   B.   SI Ida   -  C.   D.  Rule 


^r/^^t^  Rtn?^9  ,.n    ...      n  J2lM\j. 


- 
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PART  SIX  — CHAPTER  TWENTY  NINE 

DESCRIPTION  OF  ACCOUNTS 


An  account  is  defined  as  a  device  for  classifying 
and  recording  the  effects  of  a  business  transaction. 
It  is  a  place  where  all  financial  facts  that  relate  to 
the  same  thing  or  person  are  recorded  in  chronologi- 
cal order. 

The  General  Ledger  is  a  book  of  accounts.  It  is 
a  book  of  final  entry. 

It  must  be  emphasized  that  although  the  Cash 
Journal  is  self-balancing,  it  is  a  book  of  original  en- 
try, and  a  complete  and  comprehensive  accounting 
system  requires  the  use  of  a  General  Ledger  for  the 
orderly  and  final  recording  of  the  financial  transac- 
tions. The  Cash  Journal  as  a  book  of  original  entry, 
is  designed  for  the  recording  of  transactions  in  the 
order  in  which  they  occur  regardless  of  the  accounts 


which  may  be  affected.  When  used  in  lieu  of  the 
ledger,  it  sometimes  becomes  cumbersome.  This  is 
particularly  true  at  the  close  of  the  year  when  cer- 
tain adjustments  are  necessary  in  the  accounts  be- 
fore determining  the  operating  results  for  the  year. 

With  the  use  of  a  General  Ledger,  entries  made 
in  the  Cash  Journal  are  made  for  the  transactions  of 
the  current  year.  Totals  are  not  carried  forward  in 
the  Cash  Journal  from  month-to-month  and  year- 
to-year.  Adjusting  and  closing  entries  are  made  in 
the  Journal  and  transferred  to  the  General  Ledger 
See  Chapters  Fourteen  and  Thirty. 

A  detailed  description  of  the  accounts  used  in  the 
system  is  presented  as  follows: 


ASSET     AC 

100,  101  etc.      Cash  in  Bank 

by  definition  is  the  total  of  the  money  which  the 
firm  has  on  deposit  at  any  given  time  in  one  or 
more  banks.  The  balance  is  the  amount  remaining 
after  all  checks  which  have  been  written  are  de- 
ducted. Cash  received  is  entered  (debited)  in 
this  account  from  Column  1  of  the  Cash  Journal 
with  an  offsetting  entry  (credit)  to  fees  or  to  a 
miscellaneous  income  account  depending  upon 
the  nature  of  the  receipt. 

Cash  paid  out  is  entered  (credited)  to  this  ac- 
count from  Column  2  of  the  Cash  Journal  with 
an  offsetting  entry  (debit)  to  the  account  or  ac- 
counts affected  by  the  transaction. 

105      Petty  Cash 

is  a  small  supply  of  cash  which  should  be  kept  on 
hand  in  each  office  to  pay  for  incidental  expense 
such  as  postage  due,  paying  incidental  freight  or 
express  charges  and  other  similar  expenses.  See 
Chapter  Three  for  discussion. 

The  amount  of  the  office  cash  appears  as  a 
(debit)  entry  in  this  account  from  Column  4  of 
the  Cash  Journal,  the  offsetting  credit  being  to 
Cash  in  Bank  when  the  check  is  drawn  establish- 
ing the  office  cash  fund.  This  entry  (credit)  is 
made  from  Column  2  of  the  Cash  Journal. 


COUNTS 

106  Notes   Receivable 

are  uncollected  notes  being  held  by  the  firm  and 
received  from  clients  or  other  persons  for  services 
rendered,  etc.  They  are  promises  to  pay  and  may 
or  may  not  be  secured  by  collateral. 

If  notes  are  received  for  services,  an  entry 
(debit)  is  made  in  this  account  from  Column  4 
of  the  Cash  Journal  and  Fees  account  credited  in 
a  like  amount  from  Column  6  of  the  Cash  Jour- 
nal. As  payments  are  received  on  the  note  or 
notes,  the  Notes  Receivable  account  will  be  cred- 
ited and  Cash  in  Bank  debited. 

107  Investments 

represents  sums  of  money  invested  with  the 
view  of  obtaining  income  or  profit.  The  invest- 
ments may  be  property,  bonds,  stocks,  interests 
in  business  or  take  other  forms  as  the  principals 
of  a  firm  may  decide  is  proper 

An  entry  (debit)  is  made  in  this  account  from 
Column  4  of  the  Cash  Journal  if  securities  are 
purchased  and  Cash  in  Bank  credited  in  a  like 
amount.  If  securities  are  received  in  lieu  of  other 
payment  for  fees  due,  the  Investments  account 
is  debited  and  the  Fees  account  crdited. 

112      Furniture   and    Equipment 

is  the  group  term  applied  to  the  desks,  chairs, 
drafting  tables,  typewriters  and  other. such  items 
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which  are  necessary  in  an  office  to  conduct  the 
business.  These  fall  under  the  general  head  of 
Fixed  Assets  which  are  discussed  in  Chapter 
Eighteen. 

An  entry  (debit)  is  made  in  this  account  from 
Column  4  of  the  Cash  Journal,  of  Furniture  and 
Equipment  purchased  and  Cash  in  Bank  credited 
from  Column  2  of  the  Cash  Journal. 

113      Reserve    for    Depreciation  —  Furniture    and 
Equipment 

is  the  total  reduction  in  value  due  to  use,  age  and 
obsolescence  which  has  been  taken  off  the  initial 
purchase  price  of  items  of  furniture  and  equip- 
ment. The  annual  rate  to  be  used  in  determining 
this  reduction  in  value  depends  upon  the  useful 
life  of  the  furniture  and  equipment. 

This  account  is  credited  with  the  amount  of 
depreciation  for  the  period  and  Depreciation  ac- 
count is  debited.  These  entries  are  transferred 
from  the  Journal.  The  book  value  (original  cost 
less  accumulated  depreciation)  is  the  difference 
between  the  Furniture  and  Equipment  account 
and  the  Reserve  for  Depreciation  account. 

114  Automobiles 

this  is  a  Fixed  Asset  account. 

A  (debit)  entry  is  made  in  this  account  for  the 
cost  of  automobiles  purchased  for  business  pur- 
poses with  business  funds  and  Cash  in  Bank  is 
credited.  The  debit  entry  is  from  Column  4  of  the 
Cash  Journal  and  the  (credit)  entry  is  from  Col- 
umn 2. 

1 1 5  Reserve  for  Depreciation  —  Automobiles 

-This  represents  a  similar  reduction  in  value  as 
that  explained  in  Account  1  13  and  is  handled  in 
the  same  manner. 

116  Buildings 

cover,  as  the  name  implies,  the  list  of  buildings 
and  similar  properties,  exclusive  of  the  land 
value,  owned  by  the  firm.  This  may  be  the  build- 
ing in  which  the  office  is  located  and  it  may  be 
other  buildings  which  have  been  built  or  pur- 
chased for  investment. 

A  (debit)  entry  is  made  in  this  account  from 
Column  4  of  the  Cash  Journal  for  the  cost  of  the 
buildings  and  Cash  in  Bank  credited  from  Column 
2  of  the  Cash  Journal  with  the  amount  of  cash 
paid  out.   If  a  mortgage  is  given  for  the  balance, 


Mortgage  Payable  account  is  credited  for  the 
amount  of  the  mortgage  from  Column  5  of  the 
Cash  Journal.  The  two  credits,  one  to  Cash  in 
Bank  and  the  other  to  Mortgage  Payable  will 
equal  the  sum  of  the  debits  in  the  building  and 
the  Land  Accounts. 

117  Reserve  for  Depreciation  —  Buildings 

This  is  an  account  to  accumulate  the  reduction  in 
the  value  of  buildings  owned  by  the  firm  due  to 
obsolescense,  use  and  age.  Value  is  based  on  the 
purchase  price.  The  annual  depreciation  rate  for 
buildings  is  governed  by  the  useful  life.  The  age 
at  date  of  purchase  and  the  type  of  construction 
are  important  factors.  Entries  are  made  in  this 
account  in  the  same  manner  as  explained  for  ac- 
count 1  1 3  above. 

1 1 8  Land 

The  cost  of  land  is  not  depreciated  since  land  is 
not  considered  subject  to  a  reduction  in  value 
due  to  use. 

This  account  is  debited  with  the  cost  of  land 
purchased  and  Cash  in  Bank,  or  Mortgage  Pay- 
able credited. 

119  Improvements  to   Leasehold 

are  remodeling  or  major  changes  which  a  tenant 
may  complete  to  make  leased  space  habitable  or 
more  useable  for  the  conduct  of  the  firm's  busi- 
ness. 

A  (debit)  entry  is  made  in  this  account  for  the 
cost  of  such  improvements,  of  a  permanent  na- 
ture, made  to  property  rented  and  Cash  in  Bank 
is  credited.  The  entries  are  transferred  from  Col- 
umns 4  and  2  of  the  Cash  Journal. 

120  Reserve  for  Amortization  —   Improvements 
to   Leasehold 

cover  the  reduction  in  the  value  of  the  Improve- 
ments made  due  to  use  and  time.  Ordinarily  the 
costs  of  improvements  are  amortized  or  written 
off  over  the  period  of  the  lease.  Thus,  if  the  lease 
is  three  years,  the  amortization  rate  will  be 
33V3%  per  year.  On  the  other  hand,  if  it  is  not 
expected  that  they  will  be  useful  or  last  for  the 
life  of  the  lease,  a  shorter  period  will  be  de- 
termined. 

An  entry  (credit)  is  made  in  this  account  for 
the  amount  written  off  (amortized)  for  the  pe- 
riod and  the  Amortization  Account  is  debited. 
The  entries  are  transferred  from  the  Journal. 
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LI  ABI  LITY     ACCOU  NTS 


200  Notes   Payable 

represent  money  owed.  It  may  be  borrowed  from 
a  bank  or  other  source,  and  for  which  the  note  is 
given,  or  it  may  be  a  note  given  in  payment  of 
a  debt. 

An  entry  (credit)  is  made  in  this  account  from 
Column  5  of  the  Cash  Journal,  thus  recording  the 
liability,  and  Cash  in  Bank  is  debited  in  the  first 
instance  from  Column  1  of  the  Cash  Journal.  In 
the  latter  instance,  the  account  affected  by  the 
transaction  is  debited.  If  the  note  is  given  in  pay- 
ment of  Engineering  Fees  the  (debit)  entry  is 
made  to  Professional  Fees  account  from  Column 
15  or  Column  41  of  the  Cash  Journal.  As  pay- 
ments are  made  on  the  note  the  Notes  Payable 
account  is  debited  and  Cash  in  Bank  credited. 

201  OAB  (Social  Security)   Deductions,  Employees' 

are  the  deductions  made  from  Employees'  salaries 
required  by  the  Federal  Law. 

This  account  is  credited  with  the  Social  Secur- 
ity deduction  from  salaries  of  employees,  as  re- 
quired by  law  from  Column  32  of  the  Cash  Jour- 
nal. This  account  is  debited  from  Column  32,  a 
bracketed  (  )  figure,  when  payments  are  made 
to  the  U.  S.  Government. 

202  Federal    Income  Taxes  Withheld 

is  the  deduction  made  from  Employees'  Salaries 
as  required  by  Federal  Law  to  cover  the  Em- 
ployees' Income  Tax  payments.  These  will  be 
made  in  accordance  with  the  current  table  pub- 
lished by  the  Internal  Revenue  Department. 

A  (credit)  entry  is  made  in  this  account  from 
Column  33  of  the  Cash  Journal  for  the  amount 
of  income  tax  deducted  from  salaries  of  em- 
ployees. The  account  is  debited  from  Column  33 
of  the  Cash  Journal,  a  bracketed  (  )  figure, 
when  payments  to  the  U.  S.  Government  are  made 
monthly  to  the  bank  or  quarterly  to  the  Collector 
of  Internal  Revenue. 

203  State   Unemployment  Taxes,   Employees' 
Deductions 

In  several  states  the  law  provides  for  deductions 
from  salaries  of  employees  as  a  contribution  to 
the  State  Unemployment  Compensation  Fund. 
Such  deductions  are  entered  (credited)  to  this 
account.  The  account  is  debited  when  payment  is 


made  to  the  state.  Both  entries  are  made  from 
Column  34  of  the  Cash  Journal,  the  (debit)  en- 
try being  a  bracketed  (  )  figure  in  the  Cash 
Journal. 

204      State  Income  Taxes  Withheld 

In  states  requiring  a  deduction  from  salaries  of 
employees  for  state  income  taxes,  the  deductions 
are  entered  (credited)  to  this  account.  The  ac- 
count is  debited  when  payments  are  made  to  the 
state.  Both  of  these  entries  are  made  from  the 
Cash  Journal,  Column  35,  the  (debit)  entry  be- 
ing a  bracketed   (    )   figure  in  the  Cash  Journal. 

Example  —  ACCOUNTS  201  -  202  -  203  -  204: 
John  Doe  is  employed  on  a  salary  of  $80  00  per 
week. 

Social  Security  Deductions $      .80 

Federal   Income  Tax  Withheld  9.20 

State  Unemployment  Deductions    .  .         .80 

State  Income  Tax  Withheld 1 .80 

Net  Salary 67.40 

Accounts  Affected: 


511 — Salaries,   Employees 
201 — Social  Security  Taxes, 

Employees  deduction 
202 — Federal  Income  Taxes 

Withheld      

203 — State  Unemployment 

Taxes,  Withheld  .... 
204 — State  Income  Tax 

Withheld    

100 — Cash  in  Bank 


Debit 

80.00 


$80.00 


Credit 

.80 

9.20 

.80 

1.80 

67.40 

$80.00 


205      Mortgages  Payable 

represents  money  owed  usually  for  property.  Or- 
dinarily it  is  paid  in  subsequent  installments  at 
stated  times  and  intervals.  Interest  is  paid  on 
mortgages  for  the  privilege  of  deferring  pay- 
ment. Interest  is  an  expense  item  which  will  be 
discussed  under  Account  525. 

A  (credit)  entry  is  made  in  this  account  from 
Column  5  of  the  Cash  Journal  for  the  amount  of 
the  mortgage  owed.  The  offsetting  entry  (debit) 
is  to  Building  or  Land  Account  from  Column  4  of 
the  Cash  Journal.  The  account  is  debited  from 
Column  4  of  the  Cash  Journal  when  payments  are 
made  reducing  the  mortgage  and  Cash  in  Bank 
is  credited  from  Column  2  of  the  Cash  Journal. 
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206      Deposits  on    Plans 

In  an  architect's  office  frequently  deposits  are  re- 
quired of  contractors  to  insure  their  prompt  re- 
turn of  plans  at  the  close  of  bidding.  To  handle 
this  an  entry  (credit)  is  made  in  this  account 
from  Column  5  of  the  Cash  Journal  when  deposits 
are  received  on  plans  and  Cash  in  Bank  debited 


from  Column  1  of  the  Cash  Journal.  When  re- 
funds are  made  the  account  is  debited  from  Col- 
umn 4  of  the  Cash  Journal  and  Cash  in  Bank 
credited  from  Column  2.  Any  non-refundable 
balance  remaining  in  the  account  is  income  and 
the  Deposit  on  Plans  account  should  be  debited 
from  Column  4  of  the  Cash  Journal  and  Miscel- 
laneous Income  credited  from  Column  7. 


CAPITAL 

300.1,  -0.2,  -0.3      Capital  Accounts 

Principals  serve  to  account  for  the  capital  paid 
in  and  the  withdrawals  made  by  each  of  the 
Principals.  Money  paid  in  as  capital  by  a  Principal 
is  entered  (credited)  from  Column  9,  11  or  1  3  of 
the  Cash  Journal  over  which  his  name  is  placed. 
The  balancing  entry  is  made  (debited)  from 
Column  1  of  the  Cash  Journal.  If  the  original  in- 
vestment is  in  the  form  of  assets  other  than  cash, 
the  appropriate  account  should  be  debited,  i.e., 
Furniture  and  Equipment.  Additional  contribu- 
tions of  Principals  to  the  capital  of  the  firm  are 
credited  to  the  capital  account  of  the  Principal 
making  the  contribution  and  debited  to  Cash  in 
Bank  or  other  appropriate  accounts.  The  Prin- 
cipals' share  in  the  profit  are  entered  (credited) 
from  the  Journal  to  the  respective  capital  accounts 
and  debited  to  Profit  and  Loss.  Losses  are  entered 
(debited)  to  Capital  Accounts  and  entered 
(credited)  to  Profit  and  Loss.  Withdrawals  by 
Principals  are  entered  (debited)  from  Columns 
8,  10  or  1  2  of  the  Cash  Journal  to  the  Capital 
Account  and  credited  to  Cash  in  Bank  from 
Column  2. 


ACCOU  NTS 

301      Profit  and   Loss 

Profit  and  Loss  Account  is  used  to  close  the  In- 
come and  Expense  Accounts  and  to  record  the 
Profit  or  Loss  of  the  business  for  each  year.  It  is 
used  only  at  the  close  of  the  fiscal  or  accounting 
year.  Here,  all  items  of  income  are  transferred 
(credit)  to  Profit  and  Loss  from  the  several  In- 
come Accounts  which  are  debited.  The  entries 
are  usually  first  made  in  the  Journal  and  then 
transferred  to  the  General  Ledger.  All  expense 
items  are  transferred  (debited)  to  the  Profit  and 
Loss  Account  and  the  several  Expense  Accounts 
credited.  These  entries  likewise  are  first  entered 
in  Journal  and  then  transferred  to  the  General 
Ledger.  This  is  the  procedure  for  closing  the  In- 
come and  Expense  Accounts  for  the  year.  If  the 
operations  for  the  year  result  in  a  profit,  the 
amount  of  the  Profit  is  entered  as  a  debit  in  the 
Profit  and  Loss  Account  thus  closing  the  account. 
As  a  balancing  entry,  the  share  of  the  Profit  due 
each  of  the  Principals  is  entered  in  his  Capital 
Account  as  a  credit.  If  a  loss  results,  the  loss  is 
entered  as  a  credit  to  the  Profit  and  Loss  Account 
and  each  Principal's  share  of  the  loss  is  entered 
as  a  debit  to  his  Capital  Account.  See  adjusting 
and  closing  entries,  Chapter  Fourteen. 


I  NCOME 

400  Fees 

Fees  are  monies  received  in  return  for  Services 
rendered.  The  Fees  Account  is  credited  from  Col- 
umn 6  of  the  Cash  Journal  with  Fees  received  and 
Cash  in  Bank  debited  from  Column  1 .  If  fees  re- 
ceived are  in  the  form  of  a  note  or  securities,  the 
entry  (debit)  will  be  to  Notes  Receivable  or  In- 
vestments from  Column  4  of  the  Cash  Journal 
instead  of  Cash  in  Bank. 

401  Expense   Reimbursements 

Expense    reimbursements    are    monies    received 


ACCOUNTS 

from  clients  or  other  sources  as  reimbursements 
for  expenses  paid  for  by  the  firm.  Expense  reim- 
bursements are  usually  received  from  clients  on 
an  agreed  basis  in  addition  to  the  fee  for  services 
rendered.  Such  reimbursements  may  be  in  the 
exact  amount  of  the  expense  incurred  or  paid,  or 
may,  as  the  case  of  travel  by  automobile,  be  on  a 
mileage  basis.  If  the  reimbursement  is  in  the 
same  amount  as  previously  paid,  the  credit  may 
properly  be  made  to  the  expense  account  original- 
ly debited  when  the  expense  was  paid.  Such  en- 
tries will  be  transferred  from  the  proper  Column 
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of  the  Cash  Journal.  This  sometimes  requires  an- 
alysis and  checking  back.  For  this  reason  such 
credits  may  properly  be  made  to  the  Expense  Re- 
imbursement Account.  In  either  procedure  the 
offsetting  debit  is  to  Cash  in  Bank  from  Column 
1  of  the  Cash  Journal.  See  also  paragraph  ex- 
plaining Reimbursable  Expense  for  a  different 
method  of  handling  these   items. 

402      Rent   Income 

Rent  income  accrues  from  rents  received  for  the 
use  of  property  owned  by  the  business.  The 
receipt  of  rentals  is  entered  (credited)  to  this 
account  from  Column  7  of  the  Cash  Journal.  The 
debit  is  to  Cash  in  Bank  from  Column  1  of  the 
Cash  Journal. 


403  Interest   Income 

Interest  Income  received  from  investments  or 
notes  is  entered  (credited)  to  this  account  from 
Column  7  of  the  Cash  Journal.  The  (debit)  en- 
try is  to  Cash  in  Bank  from  Column  1  of  the  Cash 
Journal. 

404  Miscellaneous  Income 

Miscellaneous  income  account  is  for  other  items 
of  income  for  which  no  account  has  been  pro- 
vided. All  such  items  are  credited  to  this  account. 
The  balancing  entry  (debit)  is  made  to  Cash  in 
Bank. 


INDIRECT  EXPENSE  ACCOUNTS 

The  500  Series  of  Accounts  cover  Indirect  Ex- 
penses. These  are  expenses  that  cannot  be  di- 
rectly charged  to  a  particular  job  being  handled 
in  the  office.  See  Chapters  Twenty-five  and 
Twenty-six  for  procedure  of  pro-rating  such  ex- 
pense to  the  jobs.  Certain  types  of  expenses  may 
occur  as  both  the  direct  and  indirect  expense.  In 
fact,  in  cases  where  separate  departments  or  of- 
fices are  set  up  for  special  jobs  there  may  be  a 
complete  duplication.  The  600  Series  of  Accounts 
explained  in  a  succeeding  paragraph  of  this  chap- 
ter are  provided  for  Direct  Expenses. 

500  Salaries,   Principals 

Salaries,  Principals  are  actually  a  partial  distribu- 
tion of  profit  rather  than  an  expense.  It  is  rec- 
ommended, however,  that  definite  salaries  be  es- 
tablished for  the  Principal  (s)  since  the  services 
rendered  by  the  Principal  (s)  are  a  cost  of  doing 
business.  See  Chapter  Three.  Unless  such  salaries 
are  established,  an  accurate  statement  of  opera- 
tions is  not  possible.  This  account  is  debited  from 
Column  30  of  the  Cash  Journal  with  salaries  paid 
to  Principal  (s)  and  Cash  in  Bank  credited  from 
Column  2  of  the  Cash  Journal. 

501  Rent 

Payments  for  the  use  of  property  for  office  and 
work  space  is  entered  (debited)  to  this  account 
from  Column  14  of  the  Cash  Journal.  Cash  in 
Bank  is  credited  from  Column  2  of  the  Cash 
Journal. 

502  Professional   Fees 

Professional  Fees  are  payments  made  for  Engi- 
neering, Consulting,  or  other  professional   serv- 


ices. This  account  is  debited  from  Column  1  5  of 
the  Cash  Journal.  Cash  in  Bank  is  credited  from 
Column  2  of  the  Cash  Journal. 

503  Special    Payments 

Special  Payments  include  payments  for  render- 
ings, photographs,  models  and  similar  items  of 
expense.  This  account  is  debited  from  Column  16 
of  the  Cash  Journal.  Cash  in  Bank  is  credited 
from  Column  2  of  the  Cash  Journal. 

504  Duplication 

This  includes  payments  for  blueprinting,  mimeo- 
graphing, photostating  and  similar  items  of  ex- 
pense Payments  are  entered  (debited)  to  this 
account  from  Column  17  of  the  Cash  Journal. 
Cash  in  Bank  is  credited  from  Column  2  of  the 
Cash  Journal. 


505  Postage  and   Transportation 

Postage  and  Transportation  includes  payments 
for  postage,  express,  messenger  service  and"  sim- 
ilar items.  Entries  in  this  account  are  made  (deb- 
ited) from  Column  18  of  the  Cash  Journal.  Cash 
in  Bank  is  credited  from  Column  2  of  the  Cash 
Journal. 

506  Travel    and    Entertainment 

This  includes  payments  made  for  business  travel, 
including  rail,  airline,  and  bus  fares,  auto  mile- 
age and  definite  business  entertainment.  Entries 
in  this  account  are  made  (debited)  from  Column 
19  of  the  Cash  Journal.  Cash  in  Bank  is  credited 
from  Column  2  of  the  Cash  Journal. 

507  Automobile   Expense 

Automobile  Expense  includes  all  payments  made 
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for  gasoline,  oil,  car  repair  and  similar  expense  of 
automobiles  operated  by  the  firm.  Entries  in  this 
account  are  made  (debited)  from  Column  20  of 
the  Cash  Journal.  Cash  in  Bank  is  credited  from 
Column  2  of  the  Cash  Journal. 

508  Utilities 

Utilities  include  payments  made  for  gas,  electric- 
ity, water,  steam,  etc.  Entries  in  this  account  are 
made  (debited)  from  Column  29  of  the  Cash 
Journal.  Cash  in  Bank  is  credited  from  Column  2 
of  the  Cash  Journal. 

509  Office  and   Drafting  Supplies  and 
Expense 

This  includes  payments  made  for  stationery,  pa- 
per of  all  types — pencils,  table  covers,  material, 
water  colors,  and  all  other  consumable  supplies 
used  in  the  office  and  in  the  drafting  room.  En- 
tries in  this  account  are  made  (debited)  from 
Column  21  of  the  Cash  Journal.  Cash  in  Bank  is 
credited  from  Column  2  of  the  Cash  Journal. 

510  Telephone  and  Telegraph 

Telephone  and  Telegraph  includes  payments  for 
telephone  service  and  for  miscellaneous  toll 
charges  and  telegrams.  Entries  to  this  account  are 
made  (debited)  from  Column  22  of  the  Cash 
Journal.  Cash  in  Bank  is  credited  from  Column 
2  of  the  Cash  Journal. 

511  Salaries,   Employees 

Salaries,  Employees  includes  all  the  payments 
made  for  salaries  of  employees  which  are  indirect 
expense.  Entries  to  this  account  are  made  (deb- 
ited) from  Column  31  of  the  Cash  Journal.  Cash 
in  Bank  is  credited  from  Column  2  of  the  Cash 
Journal.    (See  example  under  account  No.  204.) 

512  Taxes,  Other  than  Income 

These  taxes  include  all  payments  made  for  pay- 
roll taxes,  property  taxes,  and  all  other  taxes 
properly  classed  as  business  expense.  Entries  to 
this  account  are  made  (debited)  from  Column 
27  of  the  Cash  Journal.  Cash  in  Bank  is  credited 
from  Column  2  of  the  Cash  Journal. 

513  Dues  and   Registration   Fees 

Dues  and  Registration  Fees  include  Professional 
Society  dues,  Fees  for  Licenses,  Fees  for  member- 
ships for  business  purposes,  Professional  Conven- 
tion registration  fees  and  similar  expense.  Entries 
to  this  account  are  made  (debited)  from  Column 
29  of  the  Cash  Journal.  Cash  in  Bank  is  credited 
from  Column  2  of  the  Cash  Journal. 


514  Books  and   Periodicals 

Books  and  Periodicals  include  all  payments  made 
for  Professional  magazines  and  books  for  the  of- 
fice. Entries  to  this  account  are  made  (debited) 
from  Column  29  of  the  Cash  Journal.  Cash  in 
Bank  is  credited  from  Column  2  of  the  Cash 
Journal. 

515  Contributions 

Contributions  include  all  payments  made  to  or- 
ganized charities,  educational  and  scientific  foun- 
dations and  similar  organizations.  Entries  to  this 
account  are  made  (debited)  from  Column  29  of 
the  Cash  Journal.  Cash  in  Bank  is  credited  from 
Column  2  of  the  Cash  Journal. 

516  Insurance 

Insurance  includes  payments  made  for  fire  insur- 
ance and  other  Casualty  Insurance  Premiums  on 
furniture,  equipment,  buildings,  automobiles, 
etc.,  owned  by  the  firm  and  any  other  premiums 
for  insurance  chargeable  to  the  business.  Entries 
to  this  account  are  made  (debited)  from  Column 
29  of  the  Cash  Journal.  Cash  in  Bank  is  credited 
from  Column  2  of  the  Cash  Journal. 

517  Depreciation,   Furniture  and   Equipment 

Depreciation  of  Furniture  and  Equipment  for  the 
current  year  is  entered  (debited)  in  this  account. 
Reserve  for  Depreciation,  Furniture  and  Equip- 
ment is  credited.  These  entries  are  made  from  the 
Journal.  See  Chapter  Fourteen. 

518  Depreciation,  Automobiles 

This  is  handled  in  the  same  manner  as  Account 
517  except  that  it  pertains  to  Automobiles. 

519  Depreciation,  Buildings 

This  is  handled  in  the  same  manner  as  Account 
517  except  that  it  pertains  to  Buildings. 

520  Amortization,  Improvements  to  Leasehold 

The  amortization  of  improvements  made  to  Tease- 
hold  property,  is  entered  (debited)  to  this  ac- 
count. Reserve  for  Amortization,  Improvements 
to  Leasehold  is  credited.  These  entries  are  made 
from  the  Journal.  See  Chapter  Fourteen. 

521  Pensions 

Pensions  are  payments  made  to  retired  employees 
in  firms  where  these  arrangements  are  in  effect. 
Such  payments  are  entered  (debited)  to  this  ac- 
count from  Column  29  of  the  Cash  Journal.  Cash 
in  Bank  is  credited  from  Column  2  of  the  Cash 
Journal. 
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522  Legal   and   Accounting 

Legal  and  accounting  include  the  payments  made 
for  such  services  as  required  by  the  firm.  Entries 
are  made  (debited)  to  this  account  from  Column 
29  of  the  Cash  Journal.  Cash  in  Bank  is  credited 
from  Column  2  of  the  Cash  Journal. 

523  Hospitalization 

Hospitalization  includes  premiums  paid  by  the 
firm  for  hospitalization  insurance  for  employees. 
Entries  are  made  (debited)  to  this  account  from 
Column  29  of  the  Cash  Journal.  Cash  in  Bank  is 
credited  from  Column  2  of  the  Cash  Journal.  If 
the   employees    reimburse  the   firm   for  all   or  a 


part  of  the  premiums,  Cash  in  Bank  is  debited 
from  Column  1  of  the  Cash  Journal  and  the  Hos- 
pitalization Account  credited  from  Column  29. 
The  amount  not  reimbursed  remains  as  a  debit 
in  this  account  and  is  expense  to  the  firm. 

524  Group    Insurance 

Group  insurance  is  a  special  type  of  insurance  and 
is  handled  in  the  same  as  that  in  Account  523. 

525  Interest 

Interest  is  paid  for  the  use  of  money.  Interest 
paid  is  entered  (debited)  to  this  account  from 
Column  29  of  the  Cash  Journal.  Cash  in  Bank 
is  credited  from  Column  2  of  the  Cash  Journal. 


The  600  series  of  Accounts  cover  Direct  Ex- 
pense These  are  expenses  that  are  chargeable  di- 
rectly to  particular  jobs.  Each  of  these  accounts  are 
a  repetition  of  the  500  series  accounts  by  type. 
Many  of  the  expenses  can  be  either  indirect  or 
direct  depending  upon  whether  or  not  they  can  be 
charged  to  a  Specific  Job. 


DIRECT  EXPENSE 

There  will  be  no  repetition  of  the  explanations 
of  expense  accounts.  By  changing  the  first  figure  of 
the  account  numbers  from  5  to  6,  the  account  titles 
explanation  for  the  500  series  accounts  will  apply 
to  the  600  series  accounts  for  Direct  Expense 
number  for  number. 


REIMBURSABLE  EXPENSE 


All  700  series  numbers  cover  expenses  that  are 
reimbursable.  Frequently,  expenses  are  paid  by  the 
Architect  for  the  Owner.  The  Owner  will  reimburse 
the  Architect  in  this  case.  A  permanent  record  of 
reimbursable  expense  is  kept  in  these  accounts. 
Reimbursable  expense  items  also  are  entered  in  the 
Job  Cost  Record  for  the  particular  job  for  which 
the  expense  was  paid.  The  same  accounts  which 
appear  in  the  500  and  600  series  apply  to  the  re- 
imbursable   items   of   the   700   series.   These   items 


may   include  salaries,  postage,  telephone  and  tele- 
graph,  travel   and  other  similar   items  of  expense 

Expenses  of  this  nature  are  entered  (debited) 
to  the  700  series  of  accounts  from  Column  45  of 
the  Cash  Journal.  Cash  in  Bank  is  credited  from 
Column  2  of  the  Cash  Journal.  When  reimburse- 
ment is  received  from  the  Owner,  Cash  in  Bank  is 
debited  from  Column  1  of  the  Cash  Journal  and 
the  700  series  account  affected  is  credited  from 
Column  45.  A  credit  is  also  entered  on  the  Job  Cost 
Record. 


V 
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PART  SIX  — CHAPTER  THIRTY 

SETTING  UP  AND  KEEPING  THE  GENERAL  LEDGER 


The  General  Ledger  is  a  book  of  accounts,  and 
is  the  book  of  final  entry.  It  serves  to  accumulate 
the  increases  and  decreases  under  the  various  ac- 
counts in  the  accounting  system  set  up  for  a  busi- 
ness. The  accounts  as  included  in  the  List  of 
Accounts  of  this  system  are  those  which  will  be 
used  in  setting  up  the  General  Ledger. 

The  use  of  the  General  Ledger  simplifies  the 
work  of  keeping  the  Cash  Journal.  There  is  no 
need  to  carry  the  "Year  to  Date"  figures  forward, 
since  these  amounts  are  accumulated  in  the  Gen- 
eral Ledger  instead  of  in  the  Cash  Journal.  Also, 
the  adjusting  of  the  accounts  from  the  miscellane- 
ous columns  will  largely  be  obviated  because  these 
items  can  be  entered  directly  into  the  proper  ac- 
counts of  the  General  Ledger  and  the  year-to-date 
balance  is  then  always  current.  A  preliminary  trial 
balance  is  taken  of  the  Cash  Journal.  This  proves 
the  entries  of  the  Cash  Journal.  A  final  Trial  Bal- 
ance should  be  taken  from  the  General  Ledger  Ac- 
counts. This  proves  the  General  Ledger  Accounts. 

The  General  Ledger  is  set  up  on  A.  I. A.  Ac- 
counting Form  301,  Ledger  Account,  which  is 
identical  on  each  side.  The  first  step  in  setting  up 
the  General  Ledger  is  the  heading  of  the  Ledger 
sheets  for  the  accounts.  One  sheet  is  used  for  each 
account  and  the  name  of  the  account  and  the  ac- 
count number  is  written  in  the  proper  blanks  of 
the  heading  on  each  side  of  the  sheet.  This  is  done 
most  easily  on  the  typewriter.  It  is  suggested  that  a 
sheet  be  set  up  for  all  the  accounts  listed  on  the 
"List  of  Accounts"  which  are  used  to  head  columns 
in  the  Cash  Journal  or  which  are  listed  in  any  of. 
the  Miscellaneous  columns.  Also,  a  sheet  should  be 
set  up  for  any  other  accounts  which  a  particular 
firm  may  need  to  properly  record  its  transactions. 
Other  accounts  can  be  added  as  they  become  neces- 
sary.   (See  Chapter  Four.) 

The  second  step  is  to  make  the  opening  entries 
in  the  General  Ledger  Accounts. 

An  existing  firm  such  as  A.  B.  Slide  and  C.  D. 
Rule  adopting  the  Standard  Accounting  System, 
including  the  General  Ledger,  first  lists  the  Assets, 
Liabilities,  and  Net  Worth  of  each  principal  in  the 


Cash  Journal  as  shown  in  Chapter  Twelve  and  rules 
under  the  figures  in  order  to  preclude  them  from 
the  transactions  for  the  current  month  and  then 
transfers  them  to  the  General  Ledger  Accounts. 

There  is  an  alternate  procedure  for  handling  the 
opening  entries  when  the  General  Ledger  Accounts 
are  a  part  of  the  System.  In  this  case  the  entries  do 
not  need  to  be  made  in  the  Cash  Journal.  Instead, 
use  is  made  of  the  Journal  as  described  in  Chapter 
14.  The  use  of  the  Journal  is  preferred  in  account- 
ing; however,  the  results  are  the  same  in  either 
method. 

As  stated  hereinbefore  when  the  General  Ledger 
and  its  accounts  are  a  part  of  the  System,  the 
month  to  month  totals  are  carried  in  the  General 
Ledger  in  lieu  of  on  the  Cash  Journal.  By  filling  in 
the  entries  in  the  Journal  sheet  in  setting  up  the 
books,  the  opening  entries  are  made  directly  in  the 
General  Ledger  from  the  Journal,  and  entering 
these  amounts  in  the  Cash  Journal   is  obviated. 

Note  the  opening  entries  transferred  from  the 
Cash  Journal  or  the  Journal  to  the  General  Ledger 
on  January  1,  1955.  (These  are  shown  on  the  next 
page  and  also  in  the  Ledger  Accounts  reproduced 
in  this  Chapter.) 

Referring  to  the  Cash  Journal  reproduced  in 
Chapter  Thirteen,  the  totals  for  January  include 
the  balances  brought  forward  from  the  previous 
year  representing  the  Assets,  Liabilities  and  Net 
Worth  of  A.  B.  Slide  and  C.  D.  Rule  used  as  the 
opening  entries  on  January  1,  1955,  when  the 
Standardized  Accounting  System  was  adopted  by 
the  firm. 

Since  these  opening  entries  have  already  been 
transferred  to  the  General  Ledger  and  ruled  under 
in  the  Cash  Journal,  the  column  totals  for  January 
transactions  will  not  include  these  opening  entries. 
Otherwise,  the  opening  entries  would  be  transferred 
twice  to  the  General  Ledger.  The  figures  shown  in 
the  columns  of  the  Cash  Journal,  reproduced  in 
Chapter  Thirteen  below  the  double-ruled  lines  are 
the  column  totals  for  January  transactions  preclud- 
ing the  opening  entries.  If  the  General  Ledger  is 
used  these  totals  would  appear  above  the  double- 
ruled  lines  as  the  totals  for  the  month  of  January 
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to  be  transferred  to  the  Ledger  Accounts.  As  stated  in  the  Cash  Journal  except  those  with  item  columns 

hereinbefore,  if  the  opening  entries  are  made  in  the  are  transferred  to  the  corresponding  account  of  the 

Journal    and    transferred    from    the   Journal    to   the  General  Ledger. 
Ledger   Accounts    the    column    totals    in    the    Cash 

Journal  will  include  only  the  transactions  for  the  prom  co|umns  4,  5,  7  and  29  of  the  Cash  Jour- 
current  month.  na|  individual  items  are  transferred  to  the  General 
The  entries  in  the  Cash  Journal  are  transferred  Ledger  Accounts  indicated  in  the  "Item"  Columns. 
to  the  Ledger  Accounts  at  the  end  of  each  month.  If  desired,  like  items  in  each  of  these  columns  may 
The  totals  for  the  month  for  each  account  column  be  recapped,  or  summarized,  in  the  column  imme- 

OPENING  ENTRIES   FROM  THE  CASH   JOURNAL  OR  THE  JOURNAL 

Cash,  First  National  Bank,  Account  No.  100: 

Jan.   1  — C  J-l    (Cash  Journal  Page  1)    (Debit) $  9,850.42 

Furniture  and  Equipment,  Account  No.  1  12: 

Jan.   1  —  C  J-l    (Cash  Journal  Page  1)    (Debit) 1,230.00 

Reserve  for  Depreciation  —  Furniture  and  Equipment, 
Acount  No.  113:  Jan.  1  —  C  J-l  (Cash  Journal  Page  1  ) 
(Credit)    $         61.50 

Improvements  to  Leasehold,  Account  No.   119: 

Jan.    1  —  C  J-l     (Cash  Journal   Page   1)     (Debit) 600.00 

Reserve  for  Amortization,  Improvements  to  Leasehold, 
Account  No.  120:  Jan.  1  — -  C  J-l  (Cash  Journal  Page  1  ) 
(Credit)    60.00 

Social  Security  Taxes,  Employees  Deductions,  Account  No. 

201  :  Jan.  1  —  C  J-l    (Cash  Journal  Page  1  )    (Credit)....  21.50 

Federal    Income   Taxes  withheld,   Account    No.    202:   Jan. 

1—  C  J-l    (Cash  Journal  Page  1  )    (Credit)     32.50 

A.    B.    Slide  Capital,  Account   No.    300.1:   Jan.    1  —  C  J-l 

(Cash  Journal   Page   1  )     (Credit) 5,752.46 

C.    D.    Rule  Capital,  Account  No.   300.2:   Jan.    1  — C  J-l 

(Cash  Journal    Page   1  )     (Credit) 5,742.46 


$11,680.42  $11,680.42 


Note:    If  the  Journal   is  used  for  the  opening  entries,  the  references  will  be  to  the  Journal 
(J)    with  the  page  number,  instead  of     the  Cash  Journal   (CJ-1). 


diately  below  the  monthly  rulings  and  transferred 
in  summary  form  to  the  General  Ledger  Accounts. 
In  asset  or  expense  (debit)  columns  when  brack- 
eted (  )  figures  (credits)  appear  the  debits  and 
the  credits  are  totaled  separately  and  transferred 
separately  to  the  General   Ledger  Accounts. 

In  liability  or  income  (credit)  columns  where 
bracketed  (  )  figures  (debits)  appear  the  credits 
and  debits  are  totaled  separately  and  transferred 
separately  to  the  General   Ledger  Accounts. 


After  each  transfer  to  the  General  Ledger  Ac- 
counts the  monthly  total  in  the  column  of  the  Cash 
Journal  is  checked  to  indicate  that  transfer  is  made. 
In  the  "Folio"  Column  of  the  General  Ledger  Ac- 
count is  written  C  J  (Cash  Journal)  or  J  (Journal) 
together  with  the  page  number  of  the  Cash  Journal 
or  Journal  from  which  the  transfer  is  made.  This 
establishes  cross  reference. 

As  noted  above,   "Year  to  Date"  totals  are  not 
necessary   in   the  Cash   Journal   when   the  General 
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Ledger  is  used.  Accumulations  are  made  in  the 
General  Ledger  Accounts  and  the  Trial  Balance, 
except  for  a  preliminary  trial  balance  to  check  the 
entries  in  the  Cash  Journal,  the  Balance  Sheet  and 
the  Statement  of  Profit  and  Loss  are  prepared  from 
the  General  Ledger  Accounts. 

Some  of  the  accounts  listed  will  not  be  used  by 
many  firms.  For  instance,  only  a  few  states  require 
deductions  from  salaries  of  employees  for  Unem- 
ployment Compensation.  Many  firms  do  not  own 
the  building  which  they  occupy  and  have  no  mort- 


gage. Such  accounts  may  be  ignored  in  installing 
the  accounting  system.  Regardless  of  the  accounts 
not  used,  no  change  in  account  numbers  should  be 
made.  If  new  accounts  are  added  numbers  not  used 
should  be  assigned  to  the  new  accounts  or  use 
may  be  made  of  the  decimal  system  and  an  exist- 
ing account  then  can  be  broken  down  to  cover 
several  similar  accounts. 

The  examples  of  the  Ledger  Accounts  reproduced 
herewith  includes  all  the  accounts  used  in  the  Cash 
Journal.  The  accounts  not  shown  can  be  added  in 
the  General  Ledger  as  it  becomes  necessary. 


LEDGER  ACCOUNT 


LEDGER  ACCOUNT 


ACCOUNT 

NAME  BHilEIWS. 


. NoJOi 


LEDGER  ACCOUNT 


ACCOUNT    Reserve   fop  Depreciation 

name    Birr tj) runs no11Z_ 


DATE 
1955 

DESCRIPTION 

FOLIO 

DEBIT 

CREDIT 

CR 

BALANCE 

AMOUNT 

Feb 

ee 

J  -1 

1 

*l» 

Cr 

Slks 

—L, 

ki 

L_J_J^ 

LEDGER  ACCOUNT 


ACCOUNT 

NAMF      prTRNT'ITrRF    ft    EqiTTPHEHT NO   112. 


LEDGER  ACCOUNT 


LEDGER  ACCOUNT  ACC22!Jj 


LEDGER  ACCOUNT 


ACCOUNT 
NAME 


Reserve  for  Depreciation 
FURNITURE   h   EQUIPMENT  NOJJJ 


LEDGER  ACCOUNT 


ACCOUNT    Reserve  for  Amortisation 

NAME     IMPROVEMENTS    TO    I£ASEH0LD  ^q    120 


DATE 
19.55 

DESCRIPTION 

FOLIO 

DEBIT 

CREDIT 

DR 
CR 

BALANCE 
AMOUNT 

\Jan 

l 

CJ-I 

60 

00 

V 

CJ'I 

60ioo 

0 

\ 

~~-l— 

—J 

■ L- 
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LEDGER  ACCOUNT 


ACCOUNT  0. A. B. (Social  Security) 
ulut  EMPLOYEES'  DEDUCTIONS 


DATE 

„5S 

DESCRIPTION 

FOLIO 

DEBIT 

CfiEDIT 

\ 

DR 
CR 

BALANCE 
AMOUNT 

Jan 

l 

CJ-I 

21 

50 

'/ 

CJ-I 

2r 

50 

10 

40 

fr 

K>40 

ceb 

PH 

cj-e 

10  4C 

SOBO 

' 

~Z 

f 

LEDGER  ACCOUNT 

ACCOUNT 

FEDERAL  INCOME 
TAXES   WITHELD 

Nn202 

30) 

DATE 

„S5 

DESCRIPTION 

:OLIO 

DEBIT 

CREDIT 

■ 

DR 
Cfi 

BALANCE 
AMOUNT 

Jan 

/ 

CJ-I 

32 

50 

31 

CJ-I 

JP 

50\ 

126 

SO 

?r 

I26BO 

Feb 

2t 

:j-s 

126 

eo 

> 

S5360 

^ ~\ 

"" ^ 

\ 
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( 

LEDGER  ACCOUNT 

ACCOUNT 

FEES                                    wn'TOO 

301 

• 

DATE 
19  55 

DESCRIPTION 

FOLIO 

DEBIT 

CREDIT 

V 

DR 
CR 

BALANCE 
AMOUNT 

1 

Jan. 

H 

CJ-l 

9 

600 

OO 

Cr 

9 

600 

00 

Feb 

Pit 

cj-e 

9550 

oo 

a 

^J9 

150 

oo 

p4 

j  -i 

JSi 

150 

oo 

0 

19 

150 

oo 

19 

150 

oo 

"" ' 

LEDGER  ACCOUNT 


REIMBUR.'  SMEHTS  nn  »01 


' 

DATE 
19  12. 

DESCRIPTION 

FOLIO 

DEBIT 

CREDIT 

\ 

DR 
CR 

BALANCE 
AMOUNT 

fib 

10 

CJ-2 

1    7* 

as 

Cr 

74  85 

23 

J  -1 

74  65 

0 

7* 

35 

1  7* 

S3 

^~^ 

LEDGER  ACCOUNT 


RENT    INCOME 


DATE 
19.5J 

DESCRIPTION 

FOLIO 

DEBIT 

CREDIT 

V 

DR 
CR 

BALANCE 
AMOUNT 

> 

Feb 

I 

CJ-2 

75 

00 

> 

75 

00 

23 

J-l 

75 

00 

0 

75 

oo 

75 

00 



^^^                      "\^^ 
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ACCOUNT 

»i»,  SALARIES  -  PRINCIPALS 


LEDGER  ACCOUNT 


DATE 
IV  55 

DESCRIPTION 

FOLIO 

DEBIT 

CREDIT 

\ 

DR 

CR 

BALANCE 
AMOUNT 

Feb 

'!8 

J-l 

19^304 

51 

| 

PS 

J-l 

6 

371 

53 

> 

12 

93299 

26 

J  -? 

12 

932 

99 

0 

19 

304 

51 

19)304 

52 

^^_^_^ 

-^"'                      ^^^ 

DATE 
19  55 

DESCRIPTION 

FOLIO 

DEBIT 

CREDIT 

- 

DR 
CR 

BALANCE 
AMOUNT 

Jon 

31 

CJ-I 

110 

00 

Or 

vo 

oo 

Feb 

PS 

v-e 

255 

00 

Pr 

565 

oo 

PS 

J  -i 

\B75 

oo 

Dr 

/ 

440- 

00 

2.1 

J  -2 

/ 

440 

OO 

0 

1 

440 

00 

/ 

440 

oo 



._. 

^^^"                           \_ 

— i 
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LEDGER  ACCOUNT 


DATE 
<9J£ 

DESCRIPTION 

'OLIO 

DEBIT 

CREDIT 

J  °" 

v  cr 

BALANCE 
AMOUNT 

fri 

28 

j-e 

1 

200 

OO 

Pi 

J 

20ctx> 

, 

re 

J  -/ 

3S00 

oo 

0 

3 

200 

CO 

seoo 

oo 

, 

4 

^"                    ~\^ 

LEDGER  ACCOUNT 


DATE 
!9» 



DESCRIPTION 

=OLIO 

DEBIT 

CREDIT 

\ 

DR 
CR 

BALANCE 
AMOUNT 

Feb. 

ee 

J-l 

1    75^0 

[> 

3 

OO 

£9 

J-l 

7S\oo 

0 

TSvo 

751  oo 

jj^__^-_ 

s<           ^ 

1 

301 

LEDGER  ACCOUNT 

ACCOUNT 
NAME 

OPPICE  ft  DRAPTIHa 
SUPPLIES  ft  EXPEKSE3 

no -509 

\ 

a 

DATE 
19^5 

DESCRIPTION 

'OLIO 

DEBIT 

CREDIT 

• 

BALANCE 

AMOUNT 

■ 

Jan 

31 

CJ-I 

25  20 

n 

25  £0 

Feb 

28 

CJ-2 

3 

81 

■r 

28 

J-2 

290S 

o. 

29 

05 

2905 

^-»-_     __~-^ 

, 

LEDGER  ACCOUNT 


DATE 
I9J5 

DESCRIPTION 

FOLIO 

DEBIT 

CREDIT 

V 

DR 
CR 

BALANCE 
AMOUNT 

i 

, 

Hi 

29 

j-e 

18*50 

Or 

/        184 

50 

, 

£& 

j-e 

18* 

50 

0 

, 

is* 

50 

184 

50 



jl. 

--"'                       ^^ 
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ACCOUNT 

NAME  POSTAGE  ft  TRANSPOBTATIOH     Nn  505 


DATE 
I.® 


DESCRIPTION 


S3  W 


LEDGER  ACCOUNT 


ACCOUNT 

NAME    TRAVEL,  ft  ENTEBTAINMEHT 


DATE 
„S5 

DESCRIPTION 

FOLIO 

DEBIT 

CREDIT 

■ 

DR 
CR 

BALANCE 
AMOUNT 

Jan 

V 

CJ-I 

/j|«5 

Pr 

n 

41 

Fed 

2a 

CJ-2 

30oo 

rv 

43 

45 

28 

J-l 

rs 

85 

Or 

IPO 

V 

2ff 

J-2 

120 

30 

0 

L- 

120 

30 

120 

30 

\ ^                                   "~-l 

LEDGER  ACCOUNT 


DATE 

19A5. 


ACCOUNT 

NAME    ALTTOMOBILE  EXPENSES 


i/-* 


BALANCE 
AMOUNT 


4I4Q 


LEDGER  ACCOUNT 


ACCOUNT 

NAME  - 


3  516. 


■ 

DATE 
,9  55 

DESCRIPTION 

FOLIO 

DEBIT 

CREDIT 

DO 
C. 

BALANCE 
AMOUNT 

■ 

Feb  28\ 

CJ-2 

ISO  28 

!         1 

» 

180  28 

2& 

J-2 

18028 

o\ 

180  28 

lao  m 

— Ft— 

- 

^^-                       -"'' 
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f 

301 

LEDGER  ACCOUNT 

ACCOUNT     Depreciation 

namf      FURNITURE  S:  EQUIPMENT         Nn  517 

DATE 
19  55 

DESCRIPTION 

FOLIO 

DEBIT 

CREDIT 

DR 
CR 

BALANCE 
AMOUNT 

fib 

28 

CJ-2 

/ 

f  ' 

Or 

kr 

28 

J-l 

22 

77 

Dr 

24  44 

28 

J-2 

24*4 

0 

24 

44 

24  44 

"\^^           ^^^ 

"            ~~ 

Ml 

LEDGER  ACCOUNT 

ACCOUNT 

mamf    Depreciation   -  BUILDIUQS    no    519 

■ 

DATE 
,,55 

DESCRIPTION 

:OUO 

DEBIT 

CREDIT 

v 

DR 

BALANCE 

AMOUNT 

fib 

28 

J-l 

51 

35 

» 

51 

35 

28 

J -2 

5f 

35 

0 

51 

35 

51 

35 

L^           ^--""       ~~~~j 

L^j 

LEDGER  ACCOUNT 


• 

DATE 

„ss 

DESCRIPTION 

=OLIO 

DEBIT 

CREDIT 

DO 

BALANCE 
AMOUNT 

Feb 

i 

a  -2 

B? 

SO 

Or 

_j    SP\SO 

23 

j-f 

87 

50 

0 

87 

50 

87 

50 

\^^      •-" 

/ 
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ACCOl 

HA 

NT 

DDPLICATIOB                               M„      uu. 

301 

DATE 
19 JB 

DESCRIPTION 

=OLIO 

DEBIT 

CREDIT 

- 

DR 
CR 

BALANCE 

AMOUNT 

Jen 

31 

CJ-I 

96  9C 

Fetes 

CJ-2. 

70  SO 

/6S50 

16950 

0 

16950 

16950 

X 

^*^_          em^^^ 

" 
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LEDGER  ACCOUNT 


> 


DATE 

\iSS 

DESCRIPTION 

FOLIO 

DE8IT 

CREDIT 

DR 
CR 

BALANCE 
AMOUNT 

Jon:3l' 

fj-, 

l&ao 

Feb.^9 

CJ-2* 

6igS 

7685 

\ 

7t  8i 

7685* 

7SB5 

. 

^ ■ " 

■xj 

s= 

~^J^ 

— «-J 

L 

=~-~ 
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ACCOUNT  Direct  Expense, 
NAME   SPECIAL  PAYMENTS 


.  603 


DAT 

195 

I 
5 

DESCRIPTION 

FOLIO 

DEBIT 

CREDIT 

\ 

DR 

a 

BALANCE 

AMOUNT 

Jan 

31 

CJ.t 

B 

m 

Or 

,^ed 

?ff 

J-l 

75 

on 

0 

75 

tx> 

75 

CO 

r 
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ACCOUNT 

NAME     TELEPHOKE  *  TELEOUPH 
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PART  SIX  — CHAPTER  THIRTY-ONE 

CLOSING  THE  GENERAL  LEDGER 


Closing  the  General  Ledger  is  similar  to  the  pro- 
cedure used  in  closing  the  Cash  Journal  as  explained 
in  Chapter  Fourteen,  Closing  the  Cash  Journal.  The 
result  will  be  the  same. 

At  the  end  of  the  calendar  or  fiscal  year  certain 
adjustments  are  necessary  before  closing  the  Gen- 
eral Ledger. 

In  the  illustrations  entries  have  been  made  in 
the  Journal,  Chapter  Fourteen,  and  transferred  to 
the  General  Ledger,  Chapter  Thirty,  for  Deprecia- 
tion of  Furniture  and  Equipment,  and  of  Building 
for  the  two  months'  period  of  January  and  February 
1955  in  the  same  manner  as  normally  would  be 
done  at  the  close  of  the  year. 

Adjusting  entries  have  also  been  made  to  com- 
bine Direct  Expenses  in  the  600  group  of  accounts 
with  similar  expenses  in  the  500  group. 

The  Trial  Balance,  Balance  Sheet  and  Statement 
of  Profit  and  Loss  are  now  prepared  from  the 
General  Ledger. 

After  preparation  of  the  Trial  Balance,  Balance 
Sheet  and  Statement  of  Profit  and  Loss,  entries  are 


made  in  the  Journal,  see  Chapter  Fourteen,  and 
transferred  to  the  General  Ledger  to  close  the 
Income  and  Expense  accounts  to  the  Profit  and 
Loss  Account  and  to  transfer  the  Net  Profit  to  the 
Principals  in  accordance  with  their  agreed  ratio. 
These  entries  are  closing  entries. 

The  adjusting  and  closing  entries  illustrated  in 
Chapter  Fourteen  are  transferred  to  the  Ledger 
Accounts  illustrated  in  Chapter  Thirty.  The  Income 
and  Expense  Accounts  are  now  ruled  (closed)  as 
illustrated  in  Chapter  Thirty.  Only  Asset,  Liability 
and  Net  Worth  Accounts  remain  open.  The  books 
are  now  ready  for  recording  the  business  trans- 
actions for  the  new  year. 

Standardized  Accounting  for  Architects  used  in 
its  entirety  will  provide  a  permanent  record  of 
Assets,  Liabilities,  Net  Worth  and  business  opera- 
tions. It  will  facilitate  the  preparation  of  Statements 
and  Income  Tax  Returns  and  furnish  information 
of  great  value  for'  the  year-to-year  comparison  of 
the  ratio  of  indirect  expense  to  direct  expense  and 
of  direct  expense  to  gross  receipts,  not  only  for 
total  operations,  but  by  individual  jobs  and  classes 
of  work. 
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PART  SEVEN  — CHAPTER  THIRTY-TWO 

THE  APPLICATION  FOR  EMPLOYMENT 


The  Application  for  Employment  form,  A.  I. A. 
Accounting  Form  801,  is  designed  to  secure  the 
information  desired  from  each  applicant  who  seeks 
employment  in  an  Architect's  office.  This  blank 
furnishes  the  information  necessary  to  enter  the 
name  of  the  person  on  the  office  payroll  and  to  fill 
in  the  Employee  Payroll  records. 


This  form  serves  tc  secure  for  the  employer  a 
concise,  but  nevertheless  complete  picture  of  the 
applicant's  education,  experience  and  record  of 
previous  employment.  It  provides,  too,  for  non- 
professional references.  The  filled  in  application 
will  supply  also,  valuable  information  after  the 
applicant  is  employed  or  his  services  terminated  It 
is  frequently  convenient  to  refer  to  the  application 


APPLICATION 
FOR  EMPLOYMENT 

torn 

Ml  PLEASE  MINT  AND  FILL  IN  ALL  BLANKS 

o 

GENERAL  INFORMATION 


November  8f   ^S1* 


Richard  Roe 

2112  Bandera  Avenue 

Houston,  Texas     „,  ^  TE-1049 

rmatam  .««.  649  Cedar  Street 

Houston,  Texas       BE-6631 

O 

Wife  -  Mrs .  Laura  Roe 

2112  Bandera  Avenue 

Houston,  Texas   „,  ^  TE-1049 

August  18,  1918  M„.  x   „.,. 

Waco,  TexaB 

$i80.00  per  week 


075-46-9402 


National  Reg.   Board  exam. 


poi  «E*oniNO_ 


O 


EDUCATION 


HAM!  Of  KNOCK 

Waco  High  School 


YlAI         ototn 

1935    Diploma 


Baylor  University   -  General  Academic 


1935-6 


University  of  Texas   -  Architecture 


1936-40  B.S.    in  Arch 


SUMMARY  OF  EXPERIENCE 

(OlVt    DOCIIfTIOK  -  ICt    MVIIM     KM    UU>lOTtUMT    MCOKi 


o 
o 
o 


designing       General   -  SchoolB,   Commercial,   Churches 


FtttWCTIVB    Yes.     Use  perspective  sheets. 


M«*iMm) Ink  or  pencil. 


RENDERING  (Slat* 

working  MLAW1NOS       Have  done  working  drawings  on  all  types  of  buildings 

detailed  n»*wiMft«        Full-size  and  small-scale  drawings. 

5f ECl f irATirm*     Have  written  specs,   for  two  churches  and  several  schools. 
Hffewnp^Pma      Have  had  experience  as  clerk  of  works  on  one  school   Job. 
engineering  (Stot.  H«H)       Have  done  simple  structural  design. 
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in   studying   a   man's  qualifications  for   promotion 
and  again  to  write  letters  of  recommendation. 

All  applications  should  be  filed. 

It  is  recommended  that  a  separate  file  be  kept 
for  (1)  applicants,  for  (2)  employees,  and  for  (3) 
previous  employees.  This  might  be  in  separate  di- 
visions of  the  same  file  or  in  different  files  as  is 


convenient.  The  individual  applications  may  be 
further  segregated  by  type  of  employees  as  pertains 
to  qualifications,  and  each  segregation  can  be  kept 
in  alphabetical  order. 

If  desired,  several  copies  of  the  application  can 
be  typed  easily  for  the  Personal  Files  of  the  Prin- 
cipals or  for  other  purposes  as  the  spacing  is  for 
use  on  the  typewriter. 
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EMPLOYMENT   RECORD 


DATE 

EMPLOYER 

ADDRESS 

BUSINESS 

TfTLE 

SALARY 

DUTIES 

REASON  FOR  LEAVING 

State  of 
Louisiana 

New  Orleans, 
Louisiana 

Water- 
ways 

Connn . 

Arch. 

$275 
per 

mo. 

General 

To  get  Into  war 
work. 

Tulip  Con- 
structors 

Jackson, 
Texas 

Arch. 

Eng. 

Control 

5ft  sm. 

*450 
per 
mo. 

Arch. 

Drafting 

To  go  Into 
Army. 

ffOM 

3/„"3 

U.S.   Army 

U.    S.   A., 

etc . 

Rrt.- 
1st 
It. 

U.   S.  Eng. 
Corps 

Discharged . 

flOM 

1/49 

Joe  8e  Sam 

1410  Main 

Houston, 

Texas 

Archi- 
tects 

ftreh. 
fcft. 

$500 
per 

Working 
Drawings , 

To  go  East  for 
experience . 

John,   Roe 
&  Qo 

1513  Conn., 
Washington, 
D.   C. 

Archi- 
tects 

Arch. 

De- 

Bien 

$535 
per 

Arch.  De- 
sign and 

Reduction  in 
force . 

2/53 

Jacks  &  Tom 

2112  Blue 
St.,   New 
Y6rk  Cltv 

Archi- 
tects 

$650 
per 

Squad 
Captain 

Completion  of 
project. 

*$3 

May  *  Oo . 

2100  W.    Oras 
Houston 

Archi- 
tects 

Arch. 
De- 
sign 

$850 
per 

Chief 
Architect 

Still  employed. 

TO 

TO 

FlOM 
TO 

FlOM 
TO 

FlOM 
TO 

REFERENCES     INON   PtOftUlONAl.   GIVE   NAM!  AND   ADDtCSS} 

Edward  M.  JenklnB.  Pen.  Mar..  Todd  Lumber  Company.  1753  Qr-flngP  fit-. 
Ployd  B.  Fowler,  Sales  Director,  Roswell  Printing  Co.,  117  Broadway 
Robert  J.  Andrews,  Cashier,  The  Second  National  Bank,  469,8  Main  St. 


{kAoAJ   &•* 


DO  NOT  WRITE  BELOW 


o 
o 
o 


o 


o 


DATE  INTERVIEWED- 


,/a^ts       7 


,SS 


7~A-c4    /i?^?-^     ^w   cpea^   Ai,-/  ou///  nof 


O 


Z&L  C±2j£&    Vf    &rras?/j.&A/?sj    &-/   /re-sen^/. 
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STANDARDIZED  ACCOUNTING   FOR  ARCHITECTS 


Published   by 


THE  AMERICAN    INSTITUTE  OF  ARCHITECTS 


PRICE    LIST 


INSTRUCTIONS 

STANDARDIZED   ACCOUNTING    FOR   ARCHITECTS  $5.00  per  single  copy 

Loose  leaf  form,  punched  7  holes  and  round  cornered  for  inclusion  in  the  Cash  Journal  and  Ledger 
Binders  for  ready  and  convenient  reference.  Good  Ledger  stock,  with  many  instructions  over-printed 
on  actual  forms  to  indicate  the  method  of  use.  Over  150  8V2  x  1  1  pages  bound  in  temporary  cover 
and  enclosed  in  neat  side-hinged  box  with  two  extra  Lists  of  Accounts  to  be  inserted  for  easy  reference 
in  Cash  Journal  and  Ledger  Binders.  There  is  included  also  a  sample  set  of  all  A.  I. A.  Accounting  Forms 
and  a  Price  List  of  Supplies  for  Standardized  Accounting  for  Architects. 


JOURNAL,  RECORD,  AND  LEDGER  FORMS 

Ledger  stock  unless  otherwise  noted,  printed  2  sides,  punched  7  holes,  round  cornered. 
Note:  Forms  on  bond  paper  are  not  round  cornered  and  are  padded  unless  otherwise  noted. 


CASH  JOURNAL  FORMS 

A. I. A.  Accounting  Form  101 

A. LA.  Accounting  Form  102 

A. I. A.  Accounting  Form  103 

A.  LA.  Accounting  Form  104 

Blank  (without  headings)  A. I. A.  Accounting  Form  105 

Blank  (without  headings)  A. I. A.  Accounting  Form  106 

Sets  composed  of  one  each  of  Forms   101,  102,  103,  104,  106 

JOURNAL  FORM  Form  107 

PAYROLL  JOURNAL  FORMS 

A.  LA.  Accounting   Form  201 

A.  LA.   Accounting  Form  202 

A. I. A.  Accounting   Form  203 

Sets  composed  of  one  Form  201,  one  Form  202  and  two  Forms  203 

FIXED  ASSETS   RECORD                            A. I. A.  Accounting  Form  403 

NOTE  AND  INVESTMENT  RECORD       A  I  A    Accounting  Form  404 

APPLICATION  FOR  EMPLOYMENT        A.I.A.  Accounting  Form   801 
(Bond  Paper) 


25 
COPIES 

100 
COPIES 

8  Vz  x  1 1 

$   .75 

$2.50 

6      x  11 

.70 

2.25 

6      x  11 

.70 

2.25 

6       x  11 

.70 

2.25 

6      x  11 

.60 

2.00 

41/4  x  11 

.70 

2.25 

3.00 

10.50 

8'/2X  11 

.75 

2.50 

8V2X  11 

.75 

2.50 

6      x  11 

.70 

2.25 

6      x  11 

.70 

2.25 

2.50 

8.50 

8'/2X  11 

.75 

2.50 

8'/2X  11 

.75 

2.50 

8'/2X   11 

.70 

2.25 

^ 
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LEDGER,  RECORD,  AND  JOURNAL  FORMS    (Cont'd) 


LEDGER  ACCOUNT  FORM  A.I.A. 

JOB  COST  RECORD  A. I. A. 

EMPLOYEE   RECORD  A.I.A. 

TRIAL  BALANCE    (Bond   Paper)  A.I.A. 

BALANCE  SHEET    (Bond   Paper)  A.I.A. 

STATEMENT  OF   PROFIT  AND  LOSS  A.I.A. 
(Bond   Paper) 

INDIRECT  COST  FACTOR  (Bond  Paper)  A.I.A. 


Accounting 
Accounting 
Accounting 
Accounting 
Accounting 
Accounting 


Form  301 
Form  401 
Form  402 
Form  501 
Form  502 
Form   503 


81/zxll 
816x11 
8'/2xll 
816  x  11 
816  x  11 
816x11 


Accounting  Form  504  816x11 


50 
COPIES 

1.50 

1.50 
1.50 
1.10 
1.10 
1.10 

1.10 


100 
COPIES 

2.50 
2.50 
2.50 
2.00 
2.00 
2.00 

2.00 


TIME   RECORDS    (Week  beginning  on   Friday) 
TIME  RECORD   (Bond  Paper)  A.I.A.  Accounting   Form  601  816x11 

In  pads  of  50  sheets,  punched  7  holes,  printed  one  side. 

TIME  RECORD   (Card  Ledger  Stock)        A.I.A.   Accounting   Form  602        4x6  +  2" 
With  perforated  Employee  Record  stub.  Padded  50  to  pad. 

OWNER  CONTRACTOR  FORMS 

In  quadruplicate  sets  with  Owners,  Contractors,  Architects  and  Field  Copies  des- 


2  PADS    10  PADS 
1.50  6.00 


1.50 


6.00 


ignated,    on    16    lb.    Bond 
padded,  25  sets  to  pad. 


Paper,    in   varied   colors,    punched    seven    holes,    top 


CHANGE  ORDER 

REQUEST  FOR  PARTIAL  PAYMENT 

CERTIFICATE  FOR  PAYMENT 


100 
SETS 

250 
SETS 

8'6x  11 

5.00 

12.50 

816  x  11 

5.00 

12.50 

816x11 

5.00 

12.50 

Each 

4.50 

Each 

4.50 

Each 

4.50 

Each 

4.50 

A.I.A.  Accounting  Form   701 
A.I.A.  Accounting  Form   702 
A.I.A.  Accounting   Form   703 
EXTRA  SHEETS  of  701,  702  or  703,  Plain  (No  Copy  Designation),  100  sheets  to  pad,  per  pad   65c 

BINDERS 

Special  Saddlegrain  finish,  imitation  leather  bound,  816  x  1  1,  Binder  with  7  one 
inch  diameter  rings,  double  booster  opening  device,  stiff  board  covers,  metal 
cover  hinges,  816  x  1  1  fiber  flaps,  and  with  name  of  binder  imprinted  in  gold 
vertically  on  the  backbone  of  the  binder  and  horizontally  on  the  front  face. 

CASH   JOURNAL   BINDER,   Brown 

PAYROLL  JOURNAL,  Black 

LEDGER   BINDER,  Red 

PLAIN   BINDERS,   like  above,   Red 

LETTERING   IN   GOLD  ON   BINDERS,  Firm  Name  on  Special  Binder  designation  in  one  line. 

Per  Binder  1.00 

IMPRINTING 

Firm  names  can  be  imprinted  on  all  8V2  x  1  1   forms. 

Both  name  and  address  is  imprinted  on  all  forms  printed  on  Bond  Paper. 

Imprinting  is  done  on  one  side  only  of  each  sheet  and  is  in  grey  ink. 

IMPRINTING  CHARGES  FOR  EACH  PRINTING 

First  500  sheets  (Any  combination  of  Forms  Except  Form  602)  3.75 

Over  500  sheets   per    100  .60 

Form  602   imprinting    (500  minimum  order)    per  500  cards  4.00 
NAME  CHANGES  FOR  IMPRINTING 

Each   printing  except  for  Form  602  1.00 

Add  for  name  change  each  printing  of  Form  602  1 .25 

CHANGES 

Prices  for  special  arrangement  or  imprinting  will  be  quoted  upon  request. 

For  Time  Record  with  week  beginning  on  day  other  than  Friday   (1000  min.)   add  per  1000         2.00 
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ACCOUNTS    USED    IN 
THE    SYSTEM 


ACCOUNT 
NUMBER  NAME   OF   ACCOUNT 


ASSETS 

100  (Dr.)  Cash Bank 

101  (Dr.)  Cash Bank 


ASSETS    (Non-Expense   Items) 

Petty  Cash 

Notes   Receivable 

Investments 

Furniture   and    Equipment 

Reserve  for  Depreciation  —  Furniture  and   Equipment 

Automobiles 

Reserve  for  Depreciation  —  Automobiles 

Buildings 

Reserve   for   Depreciation  —  Buildings 

Land 

Improvements  to  Leasehold 

Reserve  for  Amortization — Improvements  to  Leasehold 


105 

(Dr.) 

106 

(Dr.) 

107 

(Dr.) 

112 

(Dr.) 

113 

(Cr.) 

114 

(Dr.) 

115 

(Cr.) 

116 

(Dr.) 

117 

(Cr.) 

118 

(Dr.) 

119 

(Dr.) 

120 

(Cr.) 

STANDARDIZED  ACCOUNTING  FOR  ARCHITECTS 
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LIABILITIES    (Non-Expense    Items) 


ACCOUNT 

NUMBER 

200 

(Cr.) 

201 

(Cr.) 

202 

(Cr.) 

203 

(Cr.) 

204 

(Cr.) 

205 

(Cr.) 

206 

(Cr.) 

NAME   OF   ACCOUNT 

Notes   Payable 

O.A.B.,   Employees'   Deductions 

Federal   Income  Taxes  Withheld 

State  Unemployment  Taxes,  Employees'  Deductions 

State    Income  Taxes   Withheld 

Mortgages   Payable 

Deposits  on    Plans 


CAPITAL 


300.1 

(Dr.-Cr.) 

300.2 

(Dr.-Cr.) 

300.3 

(Dr.-Cr.) 

Principal,    Capital 

.Principal,    Capital 

Principal,    Capital 


301 


(Dr.-Cr.)      Profit  and   Loss 


400 

(Cr.) 

401 

(Cr.) 

402 

(Cr.) 

403 

(Cr.) 

INCOME 


Fees 


Expense   Reimbursements 
Rent    Income 
Interest    Income 
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INDIRECT   EXPENSES 

ACCOUNT 
NUMBER  NAME  OF  ACCOUNT 

500  (Dr.)  Salaries,    Principals 

(This  account  represents  a  distribution  of  profits  and  theretore  affects  the  Capital  Ac- 
counts, but  is  recorded  in  the  expense  section  for  management  purposes  in  order  to 
determine  a  more  accurate  result   from   operations.) 


501 

(Dr.) 

Rent 

502 

(Dr.) 

Professional    Fees 

503 

(Dr.) 

Special    Payments 

504 

(Dr.) 

Duplication 

505 

(Dr.) 

Postage   and   Transportation 

506 

(Dr.) 

Travel   and    Entertainment 

507 

(Dr.) 

Automobile   Expense 

508 

(Dr.) 

Utilities 

509 

(Dr.) 

Office  and  Drafting  Supplies  and  Expenses 

510 

(Dr.) 

Telephone  and   Telegraph 

511 

(Dr.) 

Salaries,    Employees 

512 

(Dr.) 

Taxes,   Othen   Than    Income 

513 

(Dr.) 

Dues  and    Registration    Fees 

514 

(Dr.) 

Books  and    Periodicals 

515 

(Dr.) 

Contributions 

516 

(Dr.) 

Insurance 

517 

(Dr.) 

Depreciation  —  Furniture  and  Equipment 

518 

(Dr.) 

Depreciation  —  Automobiles 

519 

(Dr.) 

Depreciation  —  Buildings 

520 

(Dr.) 

Amortization  —  Improvements    to  Leasehold 

521 

(Dr.) 

Pensions 

522 

(Dr.) 

Legal   and   Accounting 

523 

(Dr.) 

Hospitalization 

524 

(Dr.) 

Group    Insurance 

525 

(Dr.) 

Interest 

526 

(Dr.) 
(Dr.) 

527 

STANDARDIZED  ACCOUNTING  FOR  ARCHITECTS  List  of  Accounts -Page  4 


DIRECT  EXPENSE 

The  600  series  of  Accounts  cover  Direct  Expense.  These  are  ex- 
penses that  are  chargeable  directly  to  particular  jobs.  Each  of  these  ac- 
counts in  name  are  a  repetition  of  the  500  series  accounts,  number  for 
number.  Many  of  the  expenses  can  be  either  direct  or  indirect  depend- 
ing upon  whether  or  not  they  can  be  properly  charged  directly  to  a  spe- 
cific job. 

By  changing  the  first  figures  of  the  account  numbers  from  5  to  6,  the 
account  titles  for  the  500  Series  Accounts  will  apply  to  the  600  Series 
Accounts  for  Direct  Expenses. 


REIMBURSABLE  EXPENSE 

All  700  series  numbers  cover  expense  that  is  reimbursable.  Frequent- 
ly, expenses  are  paid  by  the  Architect  for  the  Owner.  The  Owner  will 
reimburse  the  Architect  in  this  case.  A  permanent  record  of  reimburs- 
able expenses  is  kept  in  these  accounts.  The  same  accounts  names  or 
designations  which  appear  in  the  500  and  600  series  apply  to  the  reim- 
bursable items  of  the  700  series. 

If  Job  Costs  are  kept,  a  record  of  these  reimbursable  expenses,  appli- 
cable to  each  specific  job,  will  be  entered  in  the  spaces  provided  on  the 
Job  Cost  Record,  AIA  Accounting  Form  401 . 


STANDARDIZED   ACCOUNTING    FOR    ARCHITECTS 


ACCOUNTS    USED    IN 
THE    SYSTEM 


ACCOUNT 
NUMBER  NAME   OF   ACCOUNT 


ASSETS 

100  (Dr.)  Cash Bank 

101  (Dr.)  Cash Bank 


ASSETS    (Non-Expense   Items) 

Petty  Cash 

Notes   Receivable 

Investments 

Furniture   and    Equipment 

Reserve  for  Depreciation  —  Furniture  and   Equipment 

Automobiles 

Reserve  for  Depreciation  —  Automobiles 

Buildings 

Reserve   for   Depreciation  —  Buildings 

Land 

Improvements  to  Leasehold 

Reserve  for  Amortization  —  Improvements  to  Leasehold 


105 

(Dr.) 

106 

(Dr.) 

107 

(Dr.) 

112 

(Dr.) 

113 

(Cr.) 

114 

(Dr.) 

115 

(Cr.) 

116 

(Dr.) 

117 

(Cr.) 

118 

(Dr.) 

119 

(Dr.) 

120 

(Cr.) 
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LIABILITIES    (Non-Expense    Items) 

NAME   OF   ACCOUNT 

Notes   Payable 

O.A.B.,   Employees'   Deductions 

Federal   Income  Taxes  Withheld 

State  Unemployment  Taxes,  Employees'  Deductions 

State    Income  Taxes   Withheld 

Mortgages    Payable 

Deposits  on    Plans 


VCCOUNT 

NUMBER 

200 

(Cr.) 

201 

(Cr.) 

202 

(Cr.) 

203 

(Cr.) 

204 

(Cr.) 

205 

(Cr.) 

206 

(Cr.) 

CAPITAL 


300.1 

(Dr.-Cr.) 

300.2 

(Dr.-Cr.) 

300.3 

(Dr.-Cr.) 

301  (Dr.-Cr.)      Profit  and   Loss 

INCOME 

400  (Cr.)  Fees 

401  (Cr.)  Expense   Reimbursements 

402  (Cr.)  Rent    Income 

403  (Cr.)  Interest    Income 


Principal,   Capital 

.Principal,    Capital 

Principal,    Capital 


STANDARDIZED  ACCOUNTING  FOR  ARCHITECTS  List  of  Accounts- Page  3 

INDIRECT   EXPENSES 


ACCOUNT 
NUMBER  NAME   OF   ACCOUNT 


500  (Dr.)  Salaries,    Principals 

(This  account  represents  a  distribution  of  profits  and  therefore  affects  the  Capital  Ac- 
counts, but  is  recorded  in  the  expense  section  for  management  purposes  in  order  to 
determine  a  more  accurate  result    from   operations.) 


501 

(Dr.) 

Rent 

502 

(Dr.) 

Professional    Fees 

503 

(Dr.) 

Special    Payments 

504 

(Dr.) 

Duplication 

505 

(Dr.) 

Postage   and   Transportation 

506 

(Dr.) 

Travel   and    Entertainment 

507 

(Dr.) 

Automobile   Expense 

508 

(Dr.) 

Utilities 

509 

(Dr.) 

Office  and  Drafting  Supplies  and  Expenses 

510 

(Dr.) 

Telephone   and   Telegraph 

511 

(Dr.) 

Salaries,    Employees 

512 

(Dr.) 

Taxes,   Othen   Than    Income 

513 

(Dr.) 

Dues  and   Registration   Fees 

514 

(Dr.) 

Books  and   Periodicals 

515 

(Dr.) 

Contributions 

516 

(Dr.) 

Insurance 

517 

(Dr.) 

Depreciation  —  Furniture  and  Equipment 

518 

(Dr.) 

Depreciation  —  Automobiles 

519 

(Dr.) 

Depreciation  —  Buildings 

520 

(Dr.) 

Amortization  —  Improvements    to  Leasehold 

521 

(Dr.) 

Pensions 

522 

(Dr.) 

■   Legal   and  Accounting 

523 

(Dr.) 

Hospitalization 

524 

(Dr.) 

Group    Insurance 

525 

(Dr.) 

Interest 

526 

(Dr.) 
(Dr.) 

527 
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DIRECT  EXPENSE 

The  600  series  of  Accounts  cover  Direct  Expense.  These  are  ex- 
penses that  are  chargeable  directly  to  particular  jobs.  Each  of  these  ac- 
counts in  name  are  a  repetition  of  the  500  series  accounts,  number  for 
number.  Many  of  the  expenses  can  be  either  direct  or  indirect  depend- 
ing upon  whether  or  not  they  can  be  properly  charged  directly  to  a  spe- 
cific job. 

By  changing  the  first  figures  of  the  account  numbers  from  5  to  6,  the 
account  titles  for  the  500  Series  Accounts  will  apply  to  the  600  Series 
Accounts  for  Direct  Expenses. 


REIMBURSABLE  EXPENSE 


All  700  series  numbers  cover  expense  that  is  reimbursable.  Frequent- 
ly, expenses  are  paid  by  the  Architect  for  the  Owner.  The  Owner  will 
reimburse  the  Architect  in  this  case.  A  permanent  record  of  reimburs- 
able expenses  is  kept  in  these  accounts.  The  same  accounts  names  or 
designations  which  appear  in  the  500  and  600  series  apply  to  the  reim- 
bursable items  of  the  700  series. 

If  Job  Costs  are  kept,  a  record  of  these  reimbursable  expenses,  appli- 
cable to  each  specific  job,  will  be  entered  in  the  spaces  provided  on  the 
Job  Cost  Record,  AIA  Accounting  Form  401 . 


CASH  JOURNAL 


MO' 
40 


41 


A.  B.  SLIDE  -  C.  D.  RULE   •   ARCHITECTS   •   AIA 

42  44 


'^occa.-f*' 


niPFn    FYPFNKF 


SAMPLE  SET 
A.  I.  A.  ACCOUNTING  FORMS 


STANDARDIZED     ACCOUNTING     FOR    ARCHITECTS 


AMERICAN     INSTITUTE     OF     ARCHITECTS 
WASHINGTON,      D.      C. 


m 
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CASH  JOURNAL 


.MONTH 
40 


A.  B.  SLIDE  -  C.  D.  RULE   .   ARCHITECTS   •   AIA 
43 


»ALS 


EMPLOYEES  FEES 


DIRECT   EXPENSE 


>NAL   SERVICES     PROFESS.   |     SPE 


MISCELLANEOl 


1 

1   1 

JOURNAL 

ON 

OR 
CHK. 

BALANCE^ 

ITEM 

DEI 

DRAWN 

CASH  JOURNAL 


MONTH 
4 

19 

6 

7 

NON-EXPENSE                                OFFICE    INCOME 

MISC. 

DEBIT 

CREDIT            GENERAL 

^M          AMOU' 

E   •   ARCHITECTS 

wm 


CASH  JOURNAL 


CASH  JOURNAL 


SfPI 


A 

_MONTH 
9 

12 

30j3.  1 

PRINCIPAL'*                               OUNTS 

WITHDRAWN 

CREDIT 

WITHl                                   WITHDRAWN 

CRED1 

36 

1 

CASH  JOURNAL 


NTH 
15 

PROFESSN'L  1 

FEES 

E   •   ARCHITECTS  •   AIA 


m* 


CASH  JOURNAL 


CASH  JOURNAL 


p 

20 

*,GE 

MONTH 
21 

22 

23 

24 

507   DR. 

509 

INDIRECT  EXPENSE 

AUTO 

OFF  &  DRAFT 

TELEPHONE 

EXPENSES 

SUP&EXP 

&  TELEGRAPH 

C  O  Pi 

RIGM 

Tsr 

Tccrs 

CASH  JOURNAL 


512   DR 

E   •   ARCHITECTS   •   AIA 


- 

I    1 

11111 

CASH  JOURNAL 


CASH  JOURNAL 


37 


ASH  JOU 


E   •   ARCHITECTS   •   AIA 


CASH  JOURNAL  CASH  J<  CASH  JOURNAL 


WITHOI 


BAt^l 

DRAWN 

CASH  JOURNAL 


E  •   ARCHITECTS   •   AIA 


CASH  JOURNAL 


CASH  JOURNAL                                    ■ 

PA^F             MONTH                                     19 

_ 

. 

• 

-J 

- 

JOURNAL 


A.  B.  SLIDE -CD.  RULE   •   ARCHITECTS   •   AIA 
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— L 
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^A 


JOURNAL 




roioTinKi 

AMOUNT 

DEBIT 

C"H 

' 

M 


PAYROLL  JOURNAL 


PERIOD  ENDING- 


.19. 


PAGE  No. 
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EMPLOYEE 

RATE 

CHECK 
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HOURS 

DEDUCTIOJ 

GROSS  SALARY 

FEDERAL  TAj 

REG. 

OTHR 

TOTL 

PRINCIPAL 

EMPLOYEE 

O.A.B. 

with] 

- 

! 

1 

! 

: 

1 

: 

- 

1 

■■'  ERI  CA 


OF    ARCHITECT 


PAYROLL  JOURNAL 


NO 


PERIOD  ENDING 
7 8 


J9 PAGE  No. 

10  11 


E   •   ARCHITECTS   •   AIA 


DEDUCTIONS 


fATE 


MPLOY 


TAXES 


INCOME 


12 


NET 
SALARIES 


CREDIT 


28 

,1          ' 

■ 


34 
34 


PAYROLL  JOURI 

PERIOD  ENDING 19. 


PAYROLL  JOURNAL 


EMPLOYEE 


19              PAGE  No. 
15 

13 

14 

16 

— . 

600   DR 

INDIRECT 

DIRECT 

PRINCIPALS 

EMPLOYEES 

PRINCIPALS 

EMPLOYEES  ] 

HRS 

AMOUNT 

HRS 

AMOUNT 

HRS 

AMOUNT 

HRS 

amounJ 

— 

3 

— 

- 

' 

- 

31 

32 

33 

34 

35 

- 

36 

■-- 

DISTRIBUTION  SHEET 


IRIOD  ENDING. 


PAGE  No.. 


NO 


.E  •   ARCHITECTS  •   AIA 


CREDIT 


DR 


AMC 


1- 

. 

33 
34 

34 


PAYROLL  JOURI 


DISTRIBUTION  SHEET 


PERIOD  ENDING- 


.19. 


EMPLOYEE 

PERIOD  ENDING 

IV 

PAGE  No._ 

JOB 

JOB 

JOB 

JOB 

CL 

HRS     AMOUNT 

CL 

HRS    AMOUNT 

CL 

HRS 

AMOUNT 

CL 

HRS 
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i 

3 

->7 
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29 

31 

32 

33 

34 

35 

36 
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LEDGER  ACCOUNT 
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NO 
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rE 
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CREDIT 

■- 

_     .... 

—                           1 
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_ 

| 

" 
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• 

34 

" 

- 

36 
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LEDGER  ACCOUNT 


ACCOUNT 
NAME 


NO 


DATE 
19 

DESCRIPTION 

FOLIC 

i          DEBIT 

CREDIT 

DR 
CR 

BALANofl 
AMOUNT 

i 

2 

3 

4 

5 

6 

1 

3 

; 

) 

) 





■ 

*■ 

- 

■ 

•*  t  ri  c  A«g   ii> 

y  titu  t  e 
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.    (TEC    T 

s 

^ 

JOB  COST  RECORD 

JOB 


SHEET- 


.OF 


JOB  NO. 
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ADDRESS- 


CLASSIFICATION  SYMBOLS:           P-PRELIM.,       W-WORK.  DRAW.. 

5-SPECS,        J 

-SUPERV'N 

C-  CONF 

h 

REFERENCE 

CL 

HRS 

PERSONAL 
SERVICES 

PROFESS. 
FEES 

SPECIA 
PAYMEN 

L 
TS 

MISC.      REIMBU 

ABLE 

EXPENSE     EXPEN 

RS-  ,  E 
SE    FAC 

IND 
EXPENSE 

SUB- 
TOTALS 

OUGHT  F'W'D. 

[| 





TOTALS 

II 

1 

. 

[O.VIICKI      <•>•?  T»C      •  "      »'«""""" 


JOB  COST  RECORD 


SHEET. 
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JOB  NO. 


JOB_ 


ADDRESS. 


CLASSIFICATION  SYMBOLS:          P-PRELIM.,       W-WORK.  DRAW..          S-SPECS.,        J-SUPERV'N.,         C-CONF 

DATE 
19 

REFERENCE 

CL 

HRS 

PERSONAL 
SERVICES 

PROFESS. 
FEES 

SPECIAL 
PAYMENTS 

MISC. 
EXPENSE 

REIMBURS- 
ABLE 
EXPENSE 

IE 
FAC 

IND 
EXPENSE 

SUI 
TOTA 

S 

BROUGHT  F'W'D. 

TOTALS 

EMPLOYEE 
PAYROLL  RECORD 

TS   •   AIA 

A.  B 

SLIDE  -  C 

D.  RULE  •  ARCHITEC 

TOF 

PERIOD                            .PENSATION 

ARTER 

. 

i 

UARTER 

EMPLOYEE 
PAYROLL  RECORD 


NAME 


PAY  PERIOD 

COMPENSATION 

DEDUCTIONS  FROM  COMPENSATION 

NET 

V/               J 

TIME 

SALARY 

OR 
WAGES 

OTHER 
COMPEN- 
SATION 

TOTAL 

FEDERAL 
OAB 
TAX 

FEDERAL 

INCOME 

TAX 

AMT 

LE^H 

END 

DAYS 

HRS 

PAID 

1                        1 

3RD  QUARTER 

4TH  QUARTER 

YEAR  TOTAL 



REMAR 

KS 

FIXED  ASSETS  RECORD  

USE  FOR  FURNITURE,  EQUIPMENT,  AUTOMOBILE, 
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^       BUI 

DEPRECIATION 

DISPOSITION 

19 

19 

19 

19 
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DATE 

AMOUNT 
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DATE 
ACQUIRED 

AMOUNT 

DEPRECIATION 

DEPRECIATION -CURRENT  YEAR 

ADJUSTMENTS  TO   RESERVE 

RESERVE  TO  DATE 

NOTE  6t  INVESTMENT 

A.  B.  SLIDE  -  C.  D.  RULE  •  ARCHITECTS  •  AIA 


RIPTION  _ 
FD  OR  SIGNED  BY. 


SECURITY. 


IatT     TIME  DESCRIPTION  AND  INTEREST  DATE  PAID  I 

'day  due  datl  amount    date    AM0Unt         remarks       m 


NOTE  &  INVESTMENT 
RECORD 


DESCRIPTION 

ISSUED  OR  SIGNED  BY. 


DATE 

i  i  re 

I 

TIME 
DAYS 

DESCRIPTION  AND 

INTEREST 

REMARKS 

dateTaiJ 

MO   DAY^B 

19, 

DUE  DATE 

DATE     AMOUNT 

s 

' 

, 

• 

. 
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1 

TRIAL  BALANCE 


NAME  OF  ACCOUNT 

CASH 


PERIOD, 


.19 TO_ 


_19_ 


105 
106 
107 


112 
113 
114 
115 
116 
117 
118 
119 
120 


200 
201 
202 
203 
204 
205 
206 


300.1 
300.2 
300.3 


301 


400 

402 
403 
404 


A.  B.  SLIDE  -  C.  D.  RULE  •   ARCHITECTS  •  AIA 
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STATEMENT         DEBIT 


CREDIT 


BANK 


PETTY  CASH 
NOTES  RECEIVABLE 
INVESTMENTS 


FURNITURE  AND  EQUIPMENT 


RESERVE   FOR   DEPRECIATION,   FURNITURE   AND   EQUIPMENT 

AUTOMOBILES 

RESERVE  FOR   DEPRECIATION,  AUTOMOBILES, 

BUILDINGS 

RESERVE  FOR  DEPRECIATION,  BUILDINGS___ 

LAND 


IMPROVEMENTS  TO  LEASEHOLD 

RESERVE  FOR  AMORTIZATION,   IMPROVEMENTS  TO  LEASEHOLD 


NOTES  PAYABLE 

O.A.B.  (SOCIAL  SECURITY)  TAXES,   EMPLOYEES'  DEDUCTIONS 

FEDERAL  INCOME  TAXES  WITHHELD 

STATE  UNEMPLOYMENT  TAXES,  EMPLOYEES'  DEDUCT'S 

STATE  INCOME  TAXES  WITHHELD 

MORTGAGE   PAYABLE 

DEPOSITS  ON   PLANS 


.PRINCIPAL,  CAPITAL^ 
PRINCIPAL,  CAPITAL 
PRINCIPAL,  CAPITAL 


PROFIT  AND  LOSS 


FEES- 


RENT   INCOME 
INTEREST   INCOME 
OTHER  INCOME 


TRIAL   BALANCE   -    PAGE   2 


PERIOD. 


.19 TO. 


.19. 


ACCT  NO. 


NAME  OF  ACCOUNT 


STATEMENT 


INDIRECT  EXPENSE 


500 

501 

502 

503 

504 

505 

506 

507 

508 

509 

510 

511 

512 

513 

514 

515 

516 

517 
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519 
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521 
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523 

525 


SALARIES,  PRINCIPALS 

RENT      

PROFESSIONAL  FEES 
SPECIAL  PAYMENTS 
DUPLICATION 


DEBIT 


CREDIT 


POSTAGE   AND   TRANSPORTATION. 

TRAVEL  AND  ENTERTAINMENT^ 

AUTOMOBILE   EXPENSE 

UTILITIES  _      _       


OFFICE  AND  DRAFTING  SUPPLIES  AND  EXPENSES. 

TELEPHONE   AND    TELEGRAPH 

SALARIES,    EMPLOYEES 

TAXES  OTHER   THAN   INCOME 

DUES  AND   REGISTRATION   FEES 

BOOKS  AND   PERIODICALS 

CONTRIBUTIONS 

INSURANCE 


DEPRECIATION,  FURNITURE  AND  EQUIPMENT. 

DEPRECIATION,   AUTOMOBILES 

DEPRECIATION,   BUILDINGS 


AMORTIZATION, 
PENSIONS 


IMPROVEMENTS  TO   LEASEHOLD. 


LEGAL  AND  ACCOUNTING. 

HOSPITALIZATION 

GROUP  INSURANCE.. 
INTEREST 


MISCELLANEOUS  EXPENSE  (INDIRECT) 


DIRECT   EXPENSE 

600  DIRECT    EXPENSE  -PRINCIPALS   SALARIES 

602  DIRECT    EXPENSE  -    PROFESSIONAL    FEES 

603  DIRECT   EXPENSE  -    SPECIAL    PAYMENTS__ 
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DIRECT   EXPENSE  -  MISCELLANEOUS^. 
DIRECT    EXPENSE-   EMPLOYEES    SALARIES^ 


REIMBURSABLE   EXPENSE 


CDPYOIOKT    ,„.-.„         THE    A  M  E  R  I  C  A 


BALANCE  SHEET 


CASH    IN    BANK 


PETTY  CASK 


NOTES  RECEIVABLE 
INVESTMENTS 


FIXED  ASSETS 

FURNITURE  AND  EQUIPMENT- 

AUTOMOBILES 

BUILDING 


.19- 
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BANK    $- 

_BANK      . 
.BANK      _ 


IMPROVEMENTS  TO   LEASEHOLD- 


LESS  RESERVES  FOR  DEPRECIATION  AND  AMORTIZATION 

FURNITURE  AND  EQUIPMENT $ 

AUTOMOBILES 

BUILDING 


IMPROVEMENTS  TO   LEASEHOLD. 


LAND. 


NOTES  PAYABLE. 


PAYROLL   DEDUCTIONS 
SOCIAL    SECURITY 


INCOME    TAX    WITHHELD. 


ACCOUNTS    PAYABLE 


MORTGAGES  PAYABLE. 
DEPOSITS  ON  PLANS 


TOTAL  ASSETS 

LIABILITIES 


TOTAL  LIABILITIES $. 


BALANCE   SHEET  -   PAGE   2 

NET  WORTH 

PRINCIPAL 

CAPITAL  19 $- 

SHARE   OF    PROFITS MOS.  TO 19 —        $ 

TOTAL $ 

LESS  WITHDRAWALS  -  SALARY $ 

OTHER $ $ 

PRINCIPAL 

CAPITAL  19__„_  $ 

SHARE  OF    PROFITS MOS.  TO 19 $ 

TOTAL $ 

LESS  WITHDRAWALS  -  SALARY $ 

OTHER $__ $ 

PRINCIPAL 

CAPITAL  19 $ 

SHARE  OF   PROFITS MOS.  TO 19 $ 

TOTAL $ 

LESS  WITHDRAWALS  -  SALARY $ 

OTHER $ $ 

.PRINCIPAL 

CAPITAL  19 $ • 

SHARE  OF    PROFITS MOS.  TO 19 $ 

TOTAL $ 

LESS  WITHDRAWALS  -  SALARY $ 

OTHER $ $_ . 

NET  WORTH $_ 

TITLE 
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STATEMENT  OF 
PROFIT  &  LOSS 


A.  B.  SLIDE  -  C.  D.  RULE  •  ARCHITECTS  •  AIA 
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PERIOD  FROM 19 TO 19. 

INCOME 

400      FEES 


401  EXPENSE    REIMBURSEMENTS, 

402  RENT    INCOME 

403  INTEREST  INCOME 

404  OTHER    INCOME 


EXPENSES 


INDIRECT  EXPENSE 

500  SALARIES,   PRINCIPALS. 

501  RENT 


502  PROFESSIONAL    FEES. 

503  SPECIAL    PAYMENTS- 

504  DUPLICATION 


505  POSTAGE    AND    TRANSPORTATION. 

506  TRAVEL    AND    ENTERTAINMENT 

507  AUTOMOBILE    EXPENSE 

508  UTILITIES 


509  OFFICE  AND  DRAFTING  SUPPLIES  AND  EXPENSES. 

510  TELEPHONE    AND    TELEGRAPH 

511  SALARIES,    EMPLOYEES 


512  TAXES,   OTHER   THAN    INCOME- 

513  DUES  AND  REGISTRATION  FEES_ 

514  BOOKS    AND    PERIODICALS 

515  CONTRIBUTIONS 

516  INSURANCE 


517  DEPRECIATION,    FURNITURE    AND    EQUIPMENT. 

518  DEPRECIATION,   AUTOMOBILES 

519  DEPRECIATION,    BUILDINGS 


520  AMORTIZATION,    IMPROVEMENTS  TO   LEASEHOLD. 

521  PENSIONS— 


522  LEGAL   AND   ACCOUNTING. 

523  HOSPITALIZATION 

524  GROUP    INSURANCE 

525  INTEREST 


MISCELLANEOUS   EXPENSE   (INDIRECT). 


TOTAL  INDIRECT  EXPENSE 

DIRECT  EXPENSE 

600      DIRECT   EXPENSE  -  PRINCIPALS'    SALARIES 

602  DIRECT  EXPENSE  -  PROFESSIONAL  FEES 

603  DIRECT  EXPENSE  -  SPECIAL  PAYMENTS 

611      DIRECT   EXPENSE -EMPLOYEES'    SALARIES : 


TOTAL  DIRECT  EXPENSE $. 


REIMBURSIBLE    EXPENSE 


TOTAL  REIMBURSIBLE  EXPENSE  $_ 


TOTAL  EXPENSE $- 


NET  PROFITS  FROM  OPERATIONS  $_ 


STATEMENT  OF   PROFIT  AND   LOSS  -  PAGE  2 


AM 
ACC 
FOU 

503 


NET  PROFITS  FROM  OPERATIONS 
PLUS  -  SALARIES  OF  PRINCIPALS 

1 

2 

3 

4 

5 

6 


-$- 


TOTAL  SALARIES  PAID  PRINCIPALS  $_ 


' 


GROSS   PARTNERSHIP   PROFIT  .   .    $_ 


DISTRIBUTION  OF  PROFITS 

PRINCIPAL 


3- 
4_ 

6 


NET  PROFIT 

FROM 
OPERATION 


PLUS 
SALARY 


GROSS 

PARTNERSHIP 

PROFIT 


-%  $. 


TOTAL 


_% 
.% 


REMARKS  : 


TITLE 


(*)  The  totals  here  represented  should  be  the  same  on  both  the  above  lines. 
(**)   The  total  here  represented  should  be  the  same  on  both  the  above  lines. 
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INDIRECT  EXPENSE  current  year  to 

MONTH  DATE 

500  SALARIES,    PRINCIPALS $ $ 

501  RENT 


502  PROFESSIONAL    FEES. 

503  SPECIAL    PAYMENTS- 

504  DUPLICATION 


505  POSTAGE    AND    TRANSPORTATION. 

506  TRAVEL    AND    ENTERTAINMENT 

507  AUTOMOBILE    EXPENSE 

508  UTILITIES 


509  OFFICE  AND   DRAFTING  SUPPLIES  AND  EXPENSES. 

510  TELEPHONE    AND    TELEGRAPH 

511  SALARIES,    EMPLOYEES 


512  TAXES,    OTHER    THAN    INCOME. 

513  DUES  AND  REGISTRATION  FEES. 

514  BOOKS    AND    PERIODICALS 

515  CONTRIBUTIONS 

516  INSURANCE 


517  DEPRECIATION,    FURNITURE    AND    EQUIPMENT. 

518  DEPRECIATION,    AUTOMOBILES 

519  DEPRECIATION,    BUILDINGS 


520  AMORTIZATION,    IMPROVEMENTS   TO    LEASEHOLD. 

521  PENSIONS 


522  LEGAL   AND   ACCOUNTING. 

523  HOSPITALIZATION 

524  GROUP    INSURANCE 

525  INTEREST 


TOTAL  INDIRECT  EXPENSE $_ 


INDIRECT   COST   ALLOCATION  -  PAGE   2 


INDIRECT   EXPENSE-FACTOR 

TOTAL  INDIRECT  EXPENSE 
CURRENT  MONTH 

YEAR  TO  DATE 


THE    INDIRECT   EXPENSE-FACTOR    IS   EXPRESSED 
IN    DOLLARS   PER   JOB    HOUR 

$ 


No.  of  PRINCIPAL  AND   EMPLOYEE   DIRECT  HOURS 
TOTAL  INDIRECT  EXPENSE $_ 


No.  of  PRINCIPAL  AND   EMPLOYEE  DIRECT   HOURS 


HRS. 


HRS. 

LAST  YEAR 


PREVIOUS  5  YEAR  AVERAGE 


INDIRECT-DIRECT   EXPENSE-RATIO 

CURRENT  MONTH 

HOUR-RATE  AVERAGE 

INDIRECT  DIRECT   EXPENSE  RATIO 


THE    INDIRECT-DIRECT    EXPENSE    RATIO    IS    THE    RELATION    OF    THE    INDIRECT 
EXPENSE    TO    THE    DIRECT    SALARY    EXPENSE    EXPRESSED    AS    A    PERCENTAGE 


DIRECT    EXPENSE -SALARIES    S 


DIRECT  EXPENSE  -HOURS 
INDIRECT    EXPENSE    FACTOR    $ 


HRS. 


HOUR-RATE    AVERAGE 


YEAR   TO    DATE 


HOUR-RATE  AVERAGE 


INDIRECT-DIRECT   EXPENSE  RATIO 


DIRECT 

EXPENSE 

-SALARIES 

$ 

DIRECT 

COSTS  — 

HOURS 

$ 

INDIRECT   EXPENSE   FACTOR 

$ 

HOUR-RATE    AVERAGE 


LAST  YEAR  RATIO- 


PREVIOUS  5  YEAR  AVERAGE   RATIO- 


■ 


re    q  r  > architects 


TIME  RECORD 
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TOTAL    DEDUCTIC 

NET    AMOUNT 


CHANGE  ORDER 

CONTRACTOR'S  COPY 


A.  B.  SLIDE  -  C.  D.  RULE  •  ARCHITECTS  •  AIA 
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,-sted  to  pleasf 

and   An  the   Arc!" 


CHANGE   ORDER 


.19_ 


AMOUNT    (Plus    or    Minus 


IER_ 


JR    PROPOSAL    FO 


E  AMOUNT  OF  THE  CONTRACT  WILL  BE  (INCREASED)  (  DECREASED)  IN  THE  SUM  OF: 


.DOLLARS  ($- 


TH    (INCREASE)    (DECREASE)    (NO   CHANGE)    IN   THE   CONTRACT    TIME   OF. 


_DAYS 


HERS    APPROVAL 


.ARCHITECT 


.19 PER 


COPVQIOH1    19*9 


By 

4[    AMERICAN     INSTITUTE    O'     ARC 


CHANGE  ORDER 

OWNER'S  COPY  A-  B'  SLIDE  -  C'  D-  RULE   '   ARCHITECTS   •   AIA 


1615     MAIN     STREET     •     SAN     ANTONIO,     TEXAS 


If    this    order    is    satisfactory,    the    owner    is  ARCHITECT'S  JOB  No- 

requested  to  please  sign  and  return  Contrac- 
tor's and  Architect's  copies  to  the  Architect.  CHANGE   ORDER    No._ 


ISSUED    DATE 19. 

AMOUNT   (Plus   or    Minus)    $ 


.CONTRACTOR 


.IN  CONNECTION  WITH 


OWNER. 


|R    PROPOSAL   FOR  MAKING  THE   FOLLOWING  CHANGES  HAS  BEEN  ACCEPTED: 


E  AMOUNT  OF  THE  CONTRACT  WILL  BE  (INCREASED)  (  DECREASED)  IN  THE  SUM  OF: 


.DOLLARS  ($. 


m   (INCREASE)   (DECREASE)   (NO   CHANGE)    IN   THE   CONTRACT   TIME   OF — DAYS 

Us    APPROVA. — ARCH,TECT 

19 PER  . B* — 

CQPVfl.OMT    \**9     ■     TMC    *MC»IC*H     IN»TtTUTI     O'     A«CH.TCCT» 


CHANGE  ORDER 

ARCHITECT'S  COPY  A-  B-  SL,DE  ~  C-  D-  RULE   '   ARCHITECTS  •  AIA 

1615     MAIN     STREET     •     SAN      ANTONIO,     TEXAS 

If    this   order    is    satisfactory,    the    owner    is  ARCHITECT'S  JOB  No 

requested  to  please  sign  and  return  Contrac- 
tor's and  Architect's  copies  to  the  Architect.  CHANGE   ORDER    No 


ISSUED    DATE 19_ 

AMOUNT   (Plus   or   Minus)    S 


.CONTRACTOR 


.IN  CONNECTION  WITH 


1   OWNER- 


UR    PROPOSAL   FOR  MAKING  THE   FOLLOWING  CHANGES  HAS  BEEN  ACCEPTED: 


E  AMOUNT  OF  THE  CONTRACT  WILL  BE  (INCREASED)  (  DECREASED)  IN  THE  SUM  OF: 


.DOLLARS  ($- 


TH   (INCREASE)   (DECREASE)    (NO   CHANGE)    IN   THE   CONTRACT   TIME   OF DAYS 

fNER'S    APPROVAI — ARCHITECT 

19 PER. —         *1 
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f  HAMrP  OPDFR 
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1615      MAIN      STREET     •     SAN     ANTONIO.     TEXAS 

If    this    order    is    satisfactory,    the    owner    is  ARCHITECT'S  JOB  No 

requested  to  please  sign  and  return  Contrac- 
tor's and  Architect's  copies  to  the  Architect.  CHANGE   ORDER    No 


ISSUED    DATE 19_ 

AMOUNT    (Plus    or    Minus)    $. 


.CONTRACTOR 


t . IN  CONNECTION  WITH 


OWNER_ 


UR    PROPOSAL   FOR   MAKING  THE   FOLLOWING  CHANGES  HAS  BEEN  ACCEPTED: 


IE  AMOUNT  OF  THE  CONTRACT  WILL  BE  (INCREASED)  (  DECREASED)  IN  THE  SUM  OF: 

. DOLLARS  ($ 


ITH    (INCREASE)   (DECREASE)    (NO   CHANGE)    IN   THE   CONTRACT   TIME    OF_ 


.DAYS 


ARCHITECT 

IfNER'S    APPROVAL — _ = ■  " 

. 19 PER. — B" 

COfraiOMT    •»■•»    ■    THE    AMO.CAM    •  ~  » T I  T  U  T  C    O'    *OC~.TCCTS 


CHANGE  ORDER 


If    this    order    is    satisfactory,    the    owner    is 
requested  to  please  sign  and  return  Contrac- 


A.  B.  SLIDE  -  C.  D.  RULE  •  ARCHITECTS  •  AIA 

1615     MAIN      STREET     •     SAN      ANTONIO,     TEXAS 


ARCHITECT'S  JOB  No._ 
CHANGE  ORDER  No.. 
ISSUED    DATE 


19_ 


AMOUNT   (Plus   or   Minus)    $. 


..CONTRACTOR 


.IN  CONNECTION  WITH 


WNER_ 


!  ROPOSAL   FOR   MAKING  THE   FOLLOWING  CHANGES  HAS  BEEN  ACCEPTED: 


E  AMOUNT  OF  THE  CONTRACT  WILL  BE  (INCREASED)  (  DECREASED)  IN  THE  SUM  OF: 


TH    (INCREASE)   (DECREASE)    (NO   CHANGE)    IN   THE   CONTRACT   TIME   OF_ 


.DOLLARS  ($. 


.DAYS 


'NER'S     APPROVAL 


.ARCHITECT 


.19 PER 


By- 


COPVfllOHT 


or  arc  - 


■p 


REQUEST  FOR 
PARTIAL  PAYMENT 


OWNER'S  COPY 


ARCHITECT'S  JOB  No. 
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1615     MAIN      STREET     •     SAN      ANTONIO,      TEXAS 

CONTRACTOR'S  REQUEST  No 

PERIOD     FROM TO 


NAL  PAYMENT,  AS  SHOWN  BELOW,   IN  CONNECTION  WITH  THE_ 
YOUR, __ 


.OWNER.    REQUEST    IS    MADE    FOR 
WORK 


PROJECT 


DESCRIPTION 

ORIGINAL 
CONTRACT 

PRESENT 
CONTRACT 

THIS 
REQUEST 

COMPLETED 

WORK  STILL 
TO  FINISH 

OF  WORK 

% 

TO  DATE 

• 

TOTAL 

IS  TO  CERTIFY   THAT  THE  WORK  AS  LISTED   ABOVE   HAS   BEEN   COMPLETED    IN    ACCORDANCE    WITH    THE    CONTRACT    DOCUMENTS.    THAT    All    LAWFUL 
!GES  FOR  LABOR,  MATERIALS,  ETC.,  HAVE  BEEN  PAID  AND  THAT  THE  AMOUNT  DUE  UNDER  THIS  REQUEST  FOR  PARTIAL  PAYMENT  IS 

DOLLARS     ($ ) 


l   WHICH    RETAINAGE    OF_ 


_%    AS    SET    OUT    IN    THE    CONTRACT    DOCUMENTS    SHALL   BE   DEDUCTED. 


.CONTRACTOR 


.19. 


PER. 


COPYNIOHT    It4«    -    TM(    AMCAICAN     INITITUIC     0»     ABCMlTlCTB 


REQUEST  FOR 
PARTIAL  PAYMENT 


ARCHITECT'S   COPY 


ARCHITECT'S  JOB  No.. 


A.  B.  SLIDE  -  C.  D.  RULE  •  ARCHITECTS  •  AIA 

1615     MAIN      STREET     •     SAN     ANTONIO,      TEXAS 

CONTRACTORS  REQUEST  No 

PERIOD    FROM TO 


LRTIAL  PAYMENT,  AS  SHOWN  BELOW,   IN  CONNECTION  WITH  THE. 
)R  YOUR 


.OWNER.    REQUEST    IS    MADE    FOR 
WORK 


PROJECT 


DESCRIPTION 

ORIGINAL 
CONTRACT 

PRESENT 
CONTRACT 

THIS 
REQUEST 

COMPLETED 

WORK  STILL 
TO  FINISH 

OF  WORK 

% 

TO  DATE 

I 

I 

. 

TOTAL 

IS   IS   TO  CERTIFY   THAT  THE   WORK  AS  LISTED   ABOVE   HAS   BEEN   COMPLETED    IN    ACCORDANCE    WITH    THE    CONTRACT    DOCUMENTS,    THAT    ALL    LAWFUL 
IARGES  FOR  LABOR,  MATERIALS,  ETC.,  HAVE  BEEN  PAID  AND  THAT  THE  AMOUNT  DUE  UNDER  THIS  REQUEST  FOR  PARTIAL  PAYMENT  IS 


.DOLLARS     ($. 


DM    WHICH    RETAINAGE    OF_ 


_%    AS    SET   OUT    IN    THE    CONTRACT    DOCUMENTS    SHALL   BE   DEDUCTED 


.CONTRACTOR 


ATE. 


_19_ 


PER. 


REQUEST  FOR 
PARTIAL  PAYMENT 

CONTRACTOR'S  COPY 


ARCHITECT'S  JOB  No. 


A.  B.  SLIDE  -  C.  D.  RULE  •  ARCHITECTS  •  AIA 

1615     MAIN      STREET     •     SAN     ANTONIO,     TEXAS 

CONTRACTOR'S  REQUEST  No 

PERIOD    FROM TO 


RTIAL  PAYMENT,  AS  SHOWN  BELOW,  IN  CONNECTION  WITH  THE_ 
R  YOUR 


_OWNER.    REQUEST    IS    MADE    FOR 
WORK 


PROJECT 


DESCRIPTION 

ORIGINAL 
CONTRACT 

PRESENT 
CONTRACT 

THIS 
REQUEST 

COMPLETED 

WORK  STILL 
TO  FINISH 

OF  WORK 

% 

TO  DATE 

... 

. 

TOTAL 

S   IS  TO  CERTIFY  THAT  THE  WORK  AS   LISTED   ABOVE   HAS   BEEN   COMPLETED    IN    ACCORDANCE    WITH    THE    CONTRACT    DOCUMENTS,    THAT    ALL    LAWFUL 
URGES  FOR  LABOR,  MATERIALS,  ETC.,  HAVE  BEEN  PAID  AND  THAT  THE  AMOUNT  DUE  UNDER  THIS  REQUEST  FOR  PARTIAL  PAYMENT  IS 


DOLLARS     ($- 


)M   WHICH    RETAINAGE    OF_ 


_%   AS    SET   OUT    IN    THE    CONTRACT    DOCUMENTS    SHALL   BE   DEDUCTED. 


.CONTRACTOR 


UE_ 


_19_ 


PER. 


COPYRIGHT     1**9         THE    AMERICAN     INSTITUTE     OP     ARCMlTtC 


« 


« 


i 


REQUEST  FOR 
PARTIAL  PAYMENT 


FIELD  COPY 


ARCHITECT'S  JOB  No. 


A.  B.  SLIDE  -  C.  D.  RULE  •  ARCHITECTS  •  AIA 

1615     MAIN      STREET     •     SAN     ANTONIO,     TEXAS 

CONTRACTOR'S  REQUEST  No 

PERIOD    FROM TO 


TIAL  PAYMENT,  AS  SHOWN  BELOW,  IN  CONNECTION  WITH  THE_ 
YOUR : 


.OWNER.    REQUEST    IS    MADE    FOR 
WORK 


PROJECT 


DESCRIPTION 

ORIGINAL 
CONTRACT 

PRESENT 
CONTRACT 

THIS 
REQUEST 

COMPLETED 

WORK  STILL 
TO  FINISH, 

OF  WORK 

% 

TO  DATE 

/ 

TOTAL 

IS  TO  CERTIFY   THAT  THE   WORK  AS  LISTED   ABOVE   HAS   BEEN   COMPLETED    IN    ACCORDANCE    WITH    THE    CONTRACT    DOCUMENTS,    THAT    ALL    LAWFUL 
GES  FOR  LABOR,  MATERIALS,  ETC.,  HAVE  BEEN  PAID  AND  THAT  THE  AMOUNT  DUE  UNDER  THIS  REQUEST  FOR  PARTIAL  PAYMENT  IS 


.DOLLARS     ($- 


WHICH    RETAINAGE   OF_ 


_%    AS    5ET   OUT    IN    THE    CONTRACT    DOCUMENTS    SHALL    BE   DEDUCTED. 


.CONTRACTOR 


.19- 


PER_ 


COFYHlOHT     t»**     -     THl     AMERICAN     INBTITUTC     D»     ARCHITECTS 


REQUEST  FOR 
PARTIAL  PAYMENT 


A.  B.  SLIDE  -  C.  D.  RULE  •  ARCHITECTS  •  AIA 

1615     MAIN      STREET     •     SAN      ANTONIO.      TEXAS 


ARCHITECT'S  JOB  No. 


CONTRACTOR'S  REQUEST  No 

PERIOD    FROM TO. 


RTIAL  PAYMENT,  AS  SHOWN  BELOW,   IN  CONNECTION  WITH  THE- 
IR YOUR . 


.OWNER.    REQUEST    IS    MADE    FOR 
WORK 


.PROJECT 


DESCRIPTION 

ORIGINAL 
CONTRACT 

PRESENT 
CONTRACT 

THIS 
REQUEST 

COMPLETED 

WORK  STILL 
TO  FINISH 

OF  WORK 

TO  DATE 

- 

TOTAL 

IS   IS  TO  CERTIFY   THAT  THE   WORK  AS   LISTED   ABOVE   HAS   BEEN   COMPLETED    IN    ACCORDANCE    WITH    THE    CONTRACT    DOCUMENTS.    THAT    ALL    LAWFUL 
ARGES  FOR  LABOR.  MATERIALS,  ETC.,  HAVE  BEEN  PAID  AND  THAT  THE  AMOUNT  DUE  UNDER  THIS  REQUEST  FOR  PARTIAL  PAYMENT  IS 

. DOLLARS     ($ — ) 


DM   WHICH    RETAINAGE    OF_ 


%    AS   SET    OUT    IN    THE    CONTRACT    DOCUMENTS    SHALL   BE   DEDUCTED. 


.CONTRACTOR 


<\TE_ 


_19_ 


PER. 


COPVUIOMT     \**9         TMC    *M(RiC*M     IN8TITUTC     O'     ABCmTtC'S 


DR. 


CERTIFICATE 
FOR  PAYMENT 

ARCHITECT'S   COPY 


A.  B.  SLIDE  -  C.  D.  RULE  •  ARCHITECTS  •  AIA 

1615     MAIN      STREET     •     SAN      ANTONIO,     TEXAS 


.OWNER 


ARCHITECT'S  JOB  No. 
CERTIFICATE   No 


DATE. 


THIS  IS  TO  CERTIFY  that  in  accordance  with  your  contract  dated. 


.is  entitled  to  the. 


'HICH  is  for  the  period. 


.19 


.19. 
.19. 


.CONTRACTOR 
PAYMENT 


AMOUNT  OF: 


.DOLLARS  ($_ 


iE   PRESENT  STATUS  OF  THE   ACCOUNT   FOR   THE  ABOVE   CONTRACT  IS  AS  FOLLOWS: 

ORIGINAL   CONTRACT   SUM $. 

DEDUCTIONS 

CHANGE  ORDERS  APPROVED  IN  PREVIOUS  MONTH'S  BY   OV.  TOTAI 

CHANGE    ORDER    No APPROVED 19_ 

CHANGE    ORDER    No APPROVED 19 

CHANGE    ORDER    No APPROVED 

CHANGE    ORDER    No APPROVED— 

CHANGE    ORDER    No APPROVED 19 — 

CHANGE    ORDER    No APPROVED 19 — 


EMARKS 


TOTALS 


$ 1  $ 

$ $ 


TOTAL  ADDITIONS     $_ 

SUB  TOTAL     $_ 

TOTAL  DEDUCTIONS     $_ 

TOTAL  AMOUNT  OF  CONTRACT  TO  DATE  $_ 

WORK  STILL  TO  FINISH  (THIS  DATE)  .   .   .   $. 

DUE  CONTRACTOR  TO  DATE $. 

LESS  RETAINAGE .   $. 

TOTAL  TO  BE  DRAWN  (TO  DATE) $. 

CERTIFICATES  PREVIOUSLY  ISSUED  ....$. 
THIS    CERTIFICATE $. 


his  is  to  certify  that  all  bills  for  which   this   certificate   is   issued   are   paid. 
Sis  acknowledges  payment  from  the  owner   in  the  amount   set  out   above. 


This  certificate  is  based  on  the  estimated  amount  of  work  completed   in  the 
period  covered  and   ony   retoinage   shown   is  deducted   therefrom. 
This   certificate   is    not   negotiable,    it    is    payable   only   to   the    payee    named 
herein  and   its   issuance,   poyment   and   acceptance   are   without   prejudice   to 
any   rights   of   the  Owner  or  Contractor  under   their   controct. 


-CONTRACTOR 


.ARCHITECT 


PER. 


DATE- 


.19. 


By 


COPtRiGHT     i9SO'TMC*mCBiCAN    INI'ITUU    OFABCMlTICT 


CERTIFICATE 
FOR  PAYMENT 

OWNER'S  COPY 


A.  B.  SLIDE  -  C.  D.  RULE  •  ARCHITECTS  •  AIA 

1615     MAIN     STREET     •     SAN     ANTONIO,      TEXAS 


.OWNER 


ARCHITECT'S  JOB  No. 
CERTIFICATE   No 


DATE. 


THIS  IS  TO  CERTIFY  that  in  accordance  with  your  contract  dated. 


_is  ENTITLED  to  the_ 


iICH  IS  for  the  period. 


_19_ 


THROUGH- 


.19. 


.19. 
.19_ 


.CONTRACTOR 
PAYMENT 


IN  THE  AMOUNT  OF: 


.DOLLARS  ($. 


E  PRESENT  STATUS  OF  THE  ACCOUNT   FOR   THE  ABOVE   CONTRACT  IS  AS  FOLLOWS: 


ORIGINAL   CONTRACT   SUM $. 

ADDITIONS  DEDUCTIONS 


CHANGE  ORDERS  APPROVED  IN   PREVIOUS  MONTH'S  BY  OWNER 

CHANGE  ORDER    No APPROVED 

CHANGE  ORDER    No APPROVED 

CHANGE  ORDER    No APPROVED  

CHANGE  ORDER    No APPROVED 

CHANGE  ORDER    No APPROVED 

CHANGE  ORDER    No APPROVED 


MARKS 


TOTALS 


TOTAL 

_19 

_19 

_19 

_19 

_19 

_I9 


$ 

$ 

$ 

$ 

TOTAL  ADDITIONS     $. 

SUB  TOTAL     $. 

TOTAL  DEDUCTIONS     $- 

TOTAL  AMOUNT  OF  CONTRACT  TO  DATE  $. 

WORK  STILL  TO  FINISH  (THIS  DATE)  .  .   .   $. 

DUE  CONTRACTOR  TO  DATE $. 

LESS  RETAINAGE % $. 

TOTAL  TO  BE  DRAWN  (TO  DATE) $. 

CERTIFICATES  PREVIOUSLY  ISSUED  ....$. 

THIS    CERTIFICATE $. 


I  is  to  certify  that   all   bill*  for  which  this   certificate   is   issued   are   paid. 
I  acknowledges  payment  from  the  owner   in   the  amount   set  out  above. 


This  certificate  is  based  on   the  estimated  amount   of  work   completed   in  th« 
period  covered  and  any  retainage   shown   is  deducted   therefrom. 
This    certificate    is    not    negotiable,    it    is    poyable   only    to    the    payee    named 
herein   and    its    issuance,    payment   and    acceptance   are    without    prejudice    to 
any   rights   of   the  Owner  or  Contractor  under   their  contract. 


.CONTRACTOR 


.ARCHITECT 


DATE. 


.19. 


By 


COPYRIGHT     19  SO    '     TMC    AM  C  a  i  C  A*     INITITUTI     Of    AflCMITICTI 


■o.. 


CERTIFICATE 
FOR  PAYMENT 

CONTRACTOR'S  COPY 


OR- 


A.  B.  SLIDE  -  C.  D.  RULE  •  ARCHITECTS  •  AIA 

1615     MAIN      STREET     •     SAN      ANTONIO,     TEXAS 


.OWNER 


ARCHITECT'S  JOB  No. 
CERTIFICATE   No 


DATE. 


THIS  IS  TO  CERTIFY  that  in  accordance  with  your  contract  dated. 


JS  ENTITLED  to  the. 


VHICH  IS  FOR  THE  PERIOD. 


.19 THROUGH- 


JO. 


.19. 
.19_ 


.CONTRACTOR 
PAYMENT 


IN  THE  AMOUNT  OF: 


.DOLLARS  (*. 


HE  PRESENT  STATUS  OF  THE   ACCOUNT  FOR   THE   ABOVE   CONTRACT  IS  AS  FOLLOWS: 

ORIGINAL   CONTRACT   SUM $. 

ADDITIONS  DEDUCTIONS 

CHANGE  ORDERS  APPROVED  IN  PREVIOUS  MONTH'S  BY  OWNER 

CHANGE    ORDER    No APPROVED 

CHANGE    ORDER    No 

CHANGE    ORDER    No 

CHANGE   ORDER    No 

CHANGE    ORDER    No 


CHANGE    ORDER    No.. 


REMARKS 


.APPROVED. 
.APPROVED. 
.APPROVED. 
-APPROVED. 


.APPROVED. 


TOTALS 


TOTAL 

$ 

$ 

10 

19 

19 

19 

10 

lO 

t 

$ 

TOTAL  ADDITIONS     $. 

SUB  TOTAL     $. 

TOTAL  DEDUCTIONS     $_ 

TOTAL  AMOUNT  OF  CONTRACT  TO  DATE  $. 

WORK  STILL  TO  FINISH  (THIS  DATE)  .   .   .   $. 

DUE  CONTRACTOR  TO  DATE $. 

LESS  RETAINAGE % $. 

TOTAL  TO  BE  DRAWN  (TO  DATE) $. 

CERTIFICATES  PREVIOUSLY  ISSUED  ....$. 
THIS    CERTIFICATE $. 


hit  ii  to  certify  that  all   bills  for   which  this   certificate   is   issued   are   paid, 
hii  acknowledges  payment  from   the  owner   in  the  amount   set   out  above. 


This  certificate  is  based  on  the  estimated  amount  of  work  completed  in  the 
period  covered  and  ony  retainage  shown  is  deducted  therefrom. 
This    certificate    is    not   negotiable,    it    is    payable   only   to   the   payee    named 
herein   and   its   issuance,   payment   and   acceptance   ore   without   prejudice   to 
ony  rights  of  the  Owner  or  Contractor  under   their  contract. 


-CONTRACTOR 


.ARCHITECT 


PER- 


DATE- 


.19. 


By 


.      CAM     IMfTITUTI     Or    AHCMiTCCTg 


R 


CERTIFICATE 
FOR  PAYMENT 

FIELD  COPY 


A.  B.  SLIDE  -  C.  D.  RULE  •  ARCHITECTS  •  AIA 

1 61  S      MAIN      STREET     •     SAN      ANTONIO,     TEXAS 


.OWNER 


ARCHITECT'S  JOB  No. 
CERTIFICATE   No 


DATE. 


THIS  IS  TO  CERTIFY  that  in  accordance  with  your  contract  dated. 


.is  entitled  to  the. 


HICH  IS  FOR  THE  PERIOD. 


.19. 


THROUGH- 


.19. 


.19. 
.19. 


.CONTRACTOR 


.PAYMENT 


IN  THE  AMOUNT  OF: 


.DOLLARS  ($. 


E  PRESENT  STATUS  OF  THE  ACCOUNT  FOR   THE  ABOVE  CONTRACT  IS  AS  FOLLOWS: 

ORIGINAL   CONTRACT   SUM $_ 

ADDITIONS  DEDUCTIONS 

CHANGE  ORDERS  APPROVED  IN  PREVIOUS  MONTH'S  BY  OWNER 

CHANGE    ORDER    No APPROVED 

CHANGE   ORDER    No APPBnvcn 

CHANGE    ORDER    No APPROVED 

CHANGE    ORDER    No APPROVED 

CHANGE    ORDER    No APPROVED 19_ 

CHANGE   ORDER    No ! APPROVED 19. 


MARKS 


TOTALS 


$ $ 


TOTAL  ADDITIONS     $_ 

SUB  TOTAL     $_ 

TOTAL  DEDUCTIONS     $- 

TOTAL  AMOUNT  OF  CONTRACT  TO  DATE  $. 

WORK  STILL  TO  FINISH  (THIS  DATE)  .  .  .  $. 

DUE  CONTRACTOR  TO  DATE  .      $. 

LESS  RETAINAGE % $. 

TOTAL  TO  BE  DRAWN  (TO  DATE) $. 

CERTIFICATES  PREVIOUSLY  ISSUED  ....$. 
THIS    CERTIFICATE $. 


I  is  to  certify  that  all  bills  for  which   this   certificate   ii   issued   are   paid, 
s  acknowledges  payment  from  the  owner   in   the  amount   set   out  above. 


This  certificate  is  based  on  the  estimated  amount  of  work  completed  in  the 
period  covered  ond  ony  retainage  shown  is  deducted  therefrom. 
This   certificate   is    not   negotiable,   it   is   payable   only   to   the   payee    named 
herein   and   its   issuance,   payment  and   acceptance  ore   without   prejudice   to 
any  rights  of  the  Owner  or  Contractor  under  their  contract. 


.CONTRACTOR 


.ARCHITECT 


ER_ 


DATE. 


.19. 


copvatCMT   i9so  ' 


By 


CERTIFICATE 
FOR  PAYMENT 


A.  B.  SLIDE  -  C.  D.  RULE  •  ARCHITECTS  •  AIA 

1615      MAIN      STREET     •     SAN      ANTONIO,     TEXAS 


DR_ 


.OWNER 


ARCHITECT'S  JOB  No. 
CERTIFICATE   No 


DATE, 


THIS  IS  TO  CERTIFY  that  in  accordance  with  your  contract  dated. 


'HICH  IS  FOR  THE  PERIOD. 


.19- 


THROUGH. 


.IS  ENTITLED  TO  THE_ 


.19. 


.19 

.19 


.CONTRACTOR 
PAYMENT 


IN  THE  AMOUNT  OF: 


.DOLLARS  ($. 


HE   PRESENT  STATUS  OF  THE  ACCOUNT   FOR   THE   ABOVE   CONTRACT  IS  AS  FOLLOWS: 

ORIGINAL   CONTRACT   SUM $. 

ADDITIONS  DEDUCTIONS 

CHANGE  ORDERS  APPROVED  IN   PREVIOUS  MONTH'S   BY   OWNER  TOTAL 

CHANGE    ORDER    No APPROVED .1° 

CHANGE    ORDER    No APPROVED 1° 

CHANGE    ORDER    No APPROVED 19 

CHANGE    ORDER    No APPROVED 19 — 

CHANGE    ORDER    No APPROVED 

CHANGE    ORDER    No APPROVED 


tEMARKS 


.19. 
.19_ 


TOTALS 


$ 

$ 

$ 

4_ 

TOTAL  ADDITIONS     $- 

SUB  TOTAL     $. 

TOTAL  DEDUCTIONS     $- 


TOTAL  AMOUNT  OF  CONTRACT  TO  DATE  $_ 

WORK  STILL  TO  FINISH  (THIS  DATE)   .   .   .   $_ 

DUE  CONTRACTOR  TO  DATE $_ 

LESS  RETAINAGE % $- 

TOTAL  TO  BE  DRAWN  (TO  DATE) $_ 

CERTIFICATES  PREVIOUSLY  ISSUED  ....$. 
THIS    CERTIFICATE $. 


rhis   it   to   certify   that   all   bills   for   which   thif   certificate    is   issued   are    paid. 
fhis  acknowledges   payment  from   the  owner   in   the   amount   set  out   above. 


This   certificate  is  bosed  on   the  estimated  amount  of   work   completed   in   the 
period   covered  and  ony   retoinoge   shown   is   deducted   therefrom. 
This    certificate    is    not    negotiable,    it    is    poyable    only    lo    the    payee    named 
herein   and    its    issuance,   payment    and    acceptance    ore    without    prejudice    lo 
ony   rights   of   the  Owner  or  Contractor   under   their  contract. 


.CONTRACTOR 


.ARCHITECT 


PER- 


DATE 


.19. 


By 


COPrR  i,n    iNfriTytf    or  AtCMitiCTi 


APPLICATION 
FOR  EMPLOYMENT 

PLEASE  PRINT  AND  FILL  IN  ALL  BLANKS 


D/ 
A.  B.  SLIDE  -  C.  D.  RULE   •   ARCHITECTS   •   AIA 

1615     MAIN     STREET       •        SAN     ANTONIO,     TEXAS 


IAME. 


RESENT    ADDRESS- 


ERMANENT    ADDRESS. 


4EAREST     RELATIVE- 


GENERAL  INFORMATION 


_TEL  NO- 


_TEL    NO.. 


kDDRESS.. 


.TEL.  NO- 


VATE   OF    BIRTH. 


MAir 


FEMALE- 


>LACE    OF    BIRTH. 


il   .OLE. 


MARRIED. 


EXEMPTIONS- 


EARLIEST   I 

FOR  REPORTING.. 


NAME  OF   SCHOOL 


EDUCATION 


YEAR 


DEGREE 


SUMMARY  OF  EXPERIENCE 

(GIVE    DESCRIPTION  -  SEE    REVERSE    FOR    EMPLOYMENT    RECORD) 


DESIGNING- 


PERSPECTIVES- 


RENDERING  (State  Medium). 

WORKING    DRAWINGS 

DETAILED    DRAWINGS 

SPECIFICATIONS 


SUPERINTENDENCE. 


ENGINEERING  (State  Field). 


APPLICATION   FOR   EMPLOYMENT  -  PAGE   2 

EMPLOYMENT  RECORD 


DATE 

EMPLOYER 

ADDRESS 

BUSINESS 

TITLE 

SALARY 

DUTIES 

REASON  FOR  LEAVING  ] 

FROM 
TO 

FROM 
TO 

.  | 

FROM 
TO 

FROM 
TO 

FROM 
TO 

FROM 

TO 

FROM 
TO 

FROM 
TO 

FROM 
TO 

FROM 
TO 

FROM 
TO 

FROM 
TO 

REFERENCES     (NGN   PROFESSIONAL,   GIVE   NAME   AND   ADDRESS) 


SIGNATURE. 


DO  NOT  WRITE  BELOW 


DATE    INTERVIEWED^ 


_19_ 


REMARKS- 


</ 


INTERVIEWER. 


:OPYRIGMT    19  49    •    THE    AMERICAN     INSTITUTE     OF    ARCHITECTS 


.  . 


•**  *"* 


UNIVfBSJTt   OF   FLORIDA 


3    12b2    DMb27    7512 


n  £, i 

J.  3 

AWED  ah  r„ 
R.K. 


tf***" 


